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Dear National Fire Academy Student:  
 
We are looking forward to your arrival at the U.S. Fire Administration's National Fire Academy (NFA), as 
well as your participation in the Fire Protection Systems for Incident Commanders course.  
 
A significant portion of the course will be devoted to pre-incident planning and related training activities. 
These assignments and activities require your active participation.  You should be proficient in developing 
and delivering PowerPoint™ presentations. 
 
You are asked to bring the following items with you for use in the course:  
 
•  A sample pre-incident plan of a target hazard in your community, preferably a plan already in use;  
•  Photographs* of the target hazard, including:  

√  exterior views;  
√  nearby streets and access points,  
√  fire hydrants or water supply locations,  
√  fire department connections,  
√  fire alarm control panels,  
√  fire sprinkler risers and pump rooms (if any),  
√  specialty fire protection systems (if any), and  
√  fire command rooms (if any).  
 

*Be sure to obtain permission from the building owner or occupant before you take photographs. They may 
have proprietary business information they do not want shared.  
 
Photographs should be in digital format (.jpg or .jpeg), if possible. If you have only prints, we do have the 
ability to scan them into a digital format for class.  
 
Note that there are precourse reading materials following this letter.  Please read and be familiar with this 
information before coming to class. 
 
You must also complete ICS-100, Introduction to ICS for Operational First Responders (Q462) and 
ICS-200, Basic ICS for Operational First Responders (Q463).  Both courses can be found on the 
NETC Virtual Campus at http://www.training.fema.gov/wrningBanner.html .  You should complete 
these courses before you arrive so you will be prepared for classroom activities. 
 
It is important to note that this is a 6-day course, and the first day of class will begin on Sunday at 
approximately 8:30 a.m. just after orientation.  Orientation will normally commence at 8:00 a.m.; however 
make sure you confirm this when you check in.  Subsequent classes will meet daily from 8 a.m. to 5 p.m., 
with graduation occurring on Friday at 4 p.m.  Adjust your travel plans to arrive early or stay later if you wish 
to tour the Washington, DC, or Gettysburg, Pennsylvania, areas.  Students who plan to arrive in the area 
earlier or depart later should be aware that we will not be able to provide transportation or on-campus housing 
to meet such adjusted travel plans. 
 
 
 

http://www.training.fema.gov/wrningBanner.html


Increasingly, students and instructors are bringing laptop computers to campus. REMINDER: You alone are 
responsible for security and maintenance of your equipment. The Academy cannot provide you with computer 
software, hardware, or technical support to include disks, printers, scanners, etc.  There is a limited number of 
120 Volt AC outlets in the classrooms. A Student Computer Lab is located in Building D and is available for 
all students to use. It is open daily with technical support provided in the evenings. This lab uses Windows 
XP and Office 2003 as the software standard.  
 
Should you need additional information related to course content or requirements, please feel free to contact 
Mr. Rob Neale, Fire Prevention Technical Curriculum Training Specialist at (301) 447-1209 or email at 
Robert.Neale@dhs.gov.  

 
Sincerely, 

 
Dr. Denis Onieal, Superintendent 
National Fire Academy 
U.S. Fire Administration 
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UNIT 1: 
PURPOSE OF FIRE PROTECTION 

SYSTEMS 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

TERMINAL OBJECTIVE 
 

The students will be able to recognize the value to the Incident Commander (IC) of prior knowledge of the 
fire protection systems in a building. 

 
 

ENABLING OBJECTIVES 
 
The students will: 
 
1. Identify components of common fire protection systems. 
 
2. Identify 10 reasons for the use of fire protection systems.  
 
3. List "indirect costs" that may result from a lawsuit against the fire department. 
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PURPOSE OF FIRE PROTECTION SYSTEMS 

FIRE PROTECTION SYSTEMS 
 

Fire service professionals need to embrace the importance of being as 
prepared as possible to deal with fires and other emergencies that may 
occur in buildings and facilities they are responsible for protecting. This 
can be accomplished through a well-developed preincident planning 
process that helps develop and maintain current knowledge of the systems 
that are installed in buildings to help firefighters better deal with these 
emergencies. 
 
Fire protection systems may be useful in other emergencies, too.  For 
example, a smoke management system may be an effective tool to remove 
toxic fumes released during a terrorist attack.  A total flooding carbon 
dioxide system might be used to render inert an environment containing a 
mixture of pyrophoric chemicals before they burst into flame. A water 
spray system may make an effective emergency decontamination device. 
 
 

PURPOSE OF FIRE PROTECTION SYSTEMS 
 

What is the purpose of built-in fire protection systems?  While the obvious 
answer may seem to be, "they are provided to detect or control a fire to 
protect life and property," there is much more that should be considered.  
Fire protection systems are only one means to achieve the strategic goal of 
protecting lives and property. 
 

As you will learn in this course, large numbers of fire protection systems 
are employed today.  They range from simple residential sprinklers to 
highly sophisticated integrated detection, suppression, and smoke control 
systems. This course will focus on those most important to the Incident 
Commander (IC) to achieve strategic and tactical success at an event. 
 

Fire protection systems provide substantial value in the community's 
overall fire protection scheme that includes fire prevention, code 
enforcement, fire suppression operations, and public fire safety education.   
 

The following sections are just some of the purposes related to fire 
protection systems: 
 
 

Life Safety 
 

Fire protection systems enhance the chance that a person will survive a 
fire in a building.  The advent of the home smoke alarm, although not truly 
a "system," has reduced the number of residential fire deaths and injuries 
dramatically in just one generation. 
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Fire protection systems help safeguard those who can't protect themselves: 
persons who are institutionalized or can't escape a fire on their own.  
Consider the fire protection requirements for hospitals, nursing homes, 
prisons, reformatories, nurseries, and similar occupancy uses. They are 
designed and installed to "defend in place" because the infirm, the very 
old, the very young, and those who are incarcerated may not be capable of 
self-preservation.  Unlike us, they cannot just get up and leave the building 
when it's on fire. 
 
 

Risk Mitigation 
 

All communities have target hazards in their built environments.  Whether 
it's a large manufacturing facility, a hazardous materials rail transfer yard, 
a highrise apartment, or even a remotely located neighborhood of single-
family dwellings, these target hazards provide a challenge to the local fire 
forces.  Fire protection systems can provide a level of immediate 
protection that even the best staffed and equipped fire department cannot. 
 
 

Firefighter Safety 
 

When designed, installed, and maintained properly, fire protection systems 
enhance firefighter safety.  Whether it's early notification during the 
incipient stages of a fire, or fire control through automatic suppression 
equipment, fire protection systems add another safety margin for those 
who put their lives at risk entering buildings that are on fire. 
 
 

Design Latitude 
 

Architects, builders, and owners are always looking for ways to achieve 
cost-effective construction and design latitude.  Fire protection systems 
can do that.   
 

For example, in the model building codes, a building's allowable size 
(based on use and type of construction) can be tripled if an automatic 
sprinkler system is installed.  Likewise, in some occupancies, corridor 
walls, ceilings, and doors don't have to meet fire-resistive ratings if the 
building is sprinklered.  An otherwise noncombustible building can be 
reclassified by the building official as "1-hour fire resistive" by the 
installation of a sprinkler system. 
 

All of these options can reduce costs and increase design latitude for the 
owner. 
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Conflagration Control 
 

Historically, building codes were adopted to prevent conflagrations in 
cities where closely spaced buildings created a threat from exposure fires 
and burning embers.  Fire protection systems help confine fires to the 
room or building of origin, thus minimizing the likelihood of a major fire 
spreading from building to building. 
 
 

Firefighter Efficiency 
 
Many fire protection systems are installed to improve firefighter efficiency 
and effectiveness.  Standpipe systems, for example, transport water to the 
upper stories of buildings so firefighters don't have to stretch long hose 
lays.  Fire department connections to sprinklers and standpipes provide a 
convenient method for the firefighter to supplement water pressure and 
volume.  Stationary fire pumps can be used strategically as an additional 
water supply, almost like adding another pumper to the fire scene. 
 
 

Community Economic Health 
 

Those communities that have suffered a major fire in their primary 
industrial or retail core, with the correlating loss of jobs, business, and tax 
revenues, know the value of fire protection systems.  Keeping businesses 
viable and operational 24 hours a day is an essential part of the 
community's overall economic health and vitality. 
 
For example, in the 1980's, two major hotel fires in Las Vegas, Nevada, 
caused a significant drop in tourist and casino revenues.  The Nevada State 
legislature adopted a comprehensive, mandatory sprinkler retrofit law as a 
result of the fires, hoping to attract tourism back to the area.  Now, no 
casinos or hotels are built without substantial fire protection features. 
 
 

Cost Sharing 
 

Many communities are faced with increased costs for municipal services.  
Law enforcement, garbage collection, water and sewer fees, and fire 
suppression costs continue to rise as equipment, fuel, and other 
consumables, and labor costs rise as well. 
 
Built-in fire protection systems can be a cost-effective hedge against 
increased municipal costs.  Many of the cities that have adopted 
mandatory sprinkler ordinances realize that as new construction arrives, it 
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brings additional risks.  Building owners and occupants should be 
responsible for sharing the costs of protecting that risk. 
 
 
Durable Built Infrastructure 
 

How many buildings constructed during the late 1800's and early 1900's 
survive today?  In older communities, what is the leading threat to these 
structures?  Fire. 
 
As communities recognize the value of these older structures, and the 
importance of protecting new ones, built-in fire protection systems give 
them yet another tool to protect these buildings.  Drive through any older 
city's downtown core, and you can see parking lots where buildings once 
stood.  Look closely at the adjacent buildings, and often you can see 
smoke stains and fire damage on the exterior: lasting marks of the fire that 
destroyed the building where the parking lot now stands. 
 
Communities recognize that rehabilitated structures, new buildings, and 
those under construction have more value than paved parking lots. 
 
 
Historic and Cultural Resources 
 

Not many people remember that in the late 1940's a basement fire in the 
White House in Washington, DC, forced President Harry S Truman and 
his family out of the building while significant repairs were made.  One 
item was added during the repairs: an automatic sprinkler system. 
 
America is blessed with significant historic, cultural, and social resources 
that define our Nation.  Losing these to a fire can have long-lasting 
cultural implications. 
 
Even structures that may not be historically significant but are destroyed 
by fire can affect a community's well-being.  Look at the impact on a rural 
area if the region's only high school burns to the ground.  Talk to 
churchgoers who have lost their houses of worship, and ask them how the 
incident affected them. 
 
 
Crime Control 
 
While the benefit of fire protection systems to deter or control arson fires 
is obvious, there is another, less apparent benefit.  Buildings that have 
been damaged severely by fires often become havens for criminals: drug 
dealers, prostitutes, gang members, and others congregate in abandoned 
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buildings out of the community's view.  While the crimes that may occur 
here are considered social problems, they are related indirectly to the 
result of the fire: a crumbling built environment that could have been 
better protected from fire. 
 
Less obvious, but certainly of contemporary concern, is the usefulness of 
built-in fire protection as a terrorism deterrent or mitigating factor.  Given 
a choice between attacking an occupied structure without any fire 
protection, and one that is thoroughly protected with detection, 
suppression, and control features, a terrorist is likely to select the former 
because he or she will see more significant damage to achieve his/her 
political aims. 
 
 
Environmental Hazard Control 
 
Every day, more and more hazardous materials are developed, 
manufactured, and introduced into our environment.  Unfortunately, 
during fires, some of these environmental threats escape, causing air, 
water, and ground pollution. 
 
Adequate fire protection, in conjunction with appropriate hazardous 
materials mitigation measures, can minimize the likelihood of unwanted 
environmental contamination. 
 
 
Acceptable Level of Risk 
 
Municipal governments must assess risk on a daily basis.  As risks 
increase, more and more resources are diverted in response. 
 
Local governments can minimize risk and mitigate its consequences by 
requiring built-in fire protection.  By mandating early detection and 
automatic suppression, municipal leaders are saying they are not willing to 
accept the risk of major fires with the correlated risk to people, property, 
jobs, tax base, the environment, and the infrastructure. 
 
 

Development Disincentives 
 
Unfortunately, some jurisdictions mandate fire protection equipment as a 
disincentive to development.  The argument is that if the city or county 
forces additional costs onto a developer or builder, the project proponent 
will get discouraged and take the proposed development elsewhere.   
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Eliminate Human Error 
 
There is an old saying in the fire protection field that the three leading 
causes of fires are men, women, and children.  While intended to be 
humorous, the statement illustrates the fact that as humans interact with 
their environment, the fire risks increase.  This is true in the home, at 
work, or outdoors. 
 
A properly designed and well-maintained fire protection system may 
eliminate--or mitigate--the impact of that human error. 
 
 

DIRECT AND INDIRECT LOSSES 
 
Historically, the fire service has tracked life and property losses attributed 
directly to fires.  Lives lost, injuries sustained, and property that has been 
damaged or destroyed (structures and contents) are common factors 
reported in local or National Fire Incident Reporting System (NFIRS) 
data categories.   
 
These data quantify America's fire problem, and provide impetus for 
change.  Fire officials and others strive to reduce the number of fire 
deaths, injuries, and property damage totals that occur locally and across 
the country. 
 
 
Indirect Losses 
 
Although direct losses provide a yardstick for measuring the scope of the 
work ahead, indirect losses also measure fire's impact on a community.  
Indirect losses are those social and economic costs that may not appear on 
a tally sheet or NFIRS report. 
 
The list of indirect losses may be long depending upon the nature and 
extent of a fire, but here are just a few: 
 
 
Property Insurance Costs 
 
Anyone who has suffered more than one motor vehicle accident in a short 
time period knows what happens to personal insurance rates: They rise.  
The same is true for fire insurance rates.  However, not only will an 
individual's property insurance rates rise due to continued losses, a 
community's overall insurance rating will be affected too.  Insurance 
companies may be reluctant to write policies in communities that suffer a 
number of fires--especially large commercial losses--and may increase 
premium costs to protect their risk. 
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Medical and Funeral Costs 
 
Special medical care provided for fire victims can easily cost hundreds of 
thousands of dollars.  Emergency room treatments and specialized on-
going care in hyperbaric facilities or burn units is expensive.  Patients 
treated at that level of care often take months or years to recover from the 
physical injuries they suffer. 
 
Likewise, funeral costs for those who expire from fire-related injuries may 
cost tens of thousands of dollars.  These are "costs" that don't appear in the 
direct fire loss statistics.   
 
 
Public Safety Tax Costs 
 
Although jurisdictions normally budget and may tax for their overall fire 
protection service costs (personnel, apparatus, tools and equipment, 
supplies, etc.), there are times when the predicted expenditures are 
exceeded.  If a fire apparatus is destroyed by a falling wall or radiant heat, 
is its replacement price added to the fire loss statistics?  Are overtime 
costs included for large fire responses?  Do we include the cost of 
response from mutual- or automatic-aid companies?  How about the 
amount of water that is used to suppress the fire, or even the wear and tear 
on public streets as we respond to the incident? 
 
All of these items have a "cost" associated with them that seldom, if ever, 
is included in the direct fire loss statistics. 
 
 
Lost Tax and Business Revenue 
 
Many communities in America are "company towns" that rely on one or 
more large companies to sustain the local income.  If a significant business 
is destroyed, the tax revenue that the community collected is gone too.  
The result may be severe cutbacks in community services, or increased 
taxes distributed across other sectors of the jurisdiction to make up for the 
lost revenue. 
 
Business income, the lifeblood of any enterprise, disappears when the 
business operation is out of service.  Many companies that suffer fires 
never recover and go bankrupt or simply close their doors forever. 
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Lost Business Opportunities and Jobs 
 
Devastating fires in commercial occupancies, no matter how small the 
business, often have significant impacts on the business.  Employees who 
report to work find they have nowhere to go, and may have to apply for 
unemployment benefits.  Skilled laborers may be lost to other companies.  
Suppliers lose a customer in the form of the business that burned, and--if 
the damaged business supplied others--it, in turn, may permanently lose a 
client. 
 
 
Psychosocial Impacts 
 
There are some indirect losses that can't be calculated on a ledger sheet.  
When a community loses a school, church, historic building, or other 
cultural significant artifact, the social impact can be devastating.  When a 
family or large number of people dies in a single fire, the emotional effect 
ripples through a community. 
 
 
Environmental Damage 
 
Smoke contributes to air pollution, and fire control runoff may 
contaminate ground water or nearby waterways.  Despite our best efforts 
to control pollutants resulting from an unwanted fire, there always will be 
some environmental damage.  The scope and cost of this damage may not 
be evident for years, and seldom is included in the fire loss data that is 
accumulated shortly after an incident.   
 
 
Lawsuits Arising From Losses 
 
More and more, property insurance companies and other "injured" parties 
want to recover the money they pay for insurance claims or related 
damages.  Negotiated settlements and lawsuits occur every day to restore 
money lost from a fire. 
 
Historically, fire departments were "off limits" from lawsuits: They were 
protected by either law or courtesy.  In recent years, however, fire 
departments and municipalities are viewed as "deep pockets" in lawsuits.  
If an aggrieved person or company can recover damages from the 
jurisdiction, the settlement must be paid by the taxpayers.  Lawsuits 
usually do not involve a building's potential for fire or building code 
violations; instead they are more likely to involve fire department 
operations at an incident. 
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POTENTIAL FIRE DEPARTMENT LIABILITIES 
 
There are many potential legal issues related to the fire department and 
IC's knowledge and use of fire protection systems during an emergency.   
 
The IC should know that people always will "second-guess" command 
decisions made under the duress of an emergency. Was the IC aware of 
the fire protection system?  Did he or she use it effectively and in 
accordance with national standards and practices? Did the system operate 
as designed? Did the decision to ignore or use it affect the incident 
outcome? Was the loss less or greater due to the fire department's use of 
the fire protection features?  Sometimes, this second-guessing evolves into 
litigation that involves the local fire services. 
 
As illustrated in the following article, the Montreal, Canada, Fire 
Department was held partially liable for a substantial fire loss in a highrise 
building.   

 
 

 
Appeals Court Upholds $58-million Award for High-rise Fire 
 
A Quebec (Canada) appeals court upheld a multi-million dollar trial 
court verdict that a building owner and city firefighters must share the 
blame for a huge fire in a Montreal high-rise office tower. 
 
The October 1986 fire at the Alexis Nihon Plaza was the most serious 
fire ever in Canada. Insurance companies who wanted to recover some 
of the claims they paid out launched the $32.2-million lawsuit. 
 
The fire, which broke out on Sunday evening, raged for thirteen hours 
because firefighters were unable to get enough water up to the tenth 
floor of the building. They couldn't find the outside connection to the 
standpipe system, which was incorrectly labeled "sprinkler system."  
Unable to find the right pipe, firefighters put so much pressure on 
another connection that it broke, according to a lawyer involved in the 
case. The upper floors from 10 to 16 were burning, while stores in the 
retail concourse were being flooded. 
 
The trial court ruled that Alexis Nihon Plaza should have remedied the 
problem and should have routinely checked the system. Accordingly, 
the building owner was held liable for 75 percent of the damages. 
 
But because the City of Montreal's fire department had known for more 
than three years that the sprinkler connection was mislabeled, they were 
held liable for 25 percent of the damages.  
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The trial court fixed damages to the building and its occupants at $22.2 
million. The appeals court found no fault with the ruling of the trial 
court judge and upheld the findings of the lower court. With legal bills 
and 16 years of pre- and post-judgment interest, damages now exceed 
$58 million. 
 
 

 
As more and more structures are outfitted with fire protection systems--
some of which may be very complex--the fire department must increase its 
knowledge of these systems to use them for effective incident outcomes. 
 
 

TYPES OF FIRE PROTECTION SYSTEMS 
 
Two types of fire protection systems are installed in buildings, based on 
the codes adopted by the local community. These sometimes are referred 
to as being either Active Systems or Passive Features.  
 
 
Active Systems 
 
Active systems generally are considered to be those that a fire company 
will use during a fire emergency.  A wide variety of systems and designs 
usually are matched to specific hazards.  As you can see from the 
following list of terms, there is a lot to know about the number and types 
of systems, how they operate, and their capabilities and limitations. It 
takes many years of study and experience to be proficient with all aspects 
of active fire protection systems.  They include 
 
• fire sprinkler systems: 

- wet pipe: 
-- alarm check valve, and 
-- shotgun risers; 

- dry pipe: 
-- accelerator, and 
-- exhauster; 

- preaction: 
-- single interlock, and 
-- dual interlock; 

- deluge; 
- foam: water: 

-- high, medium, and low expansion; and 
-- antifreeze; 
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• standpipe systems: 
- automatic standpipe, 
- semiautomatic standpipe, 
- manual standpipe, 
- Class I, 
- Class II, 
- Class III, 
- single zone, and 
- multiple zone; 

 
 

 
 

Figure 1-1 
Sprinkler risers in the Venetian Hotel, Las Vegas, are an example of active 

fire protection systems. 
 
 

• stationary fire pumps: 
- single stage, 
- multistage, 
- electric drive, 
- diesel drive, 
- steam drive, and 
- controllers; 

• fire alarm systems: 
- manual, 
- automatic, 
- zoned, and 
- addressable; 
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• smoke management systems: 
- dedicated, 
- nondedicated, 
- pressure method, and 
- exhaust method; 

• specialty fire protection systems: 
- spot applications, 
- total flooding, 
- Halon™, 
- clean agents, 
- Inergen®, FM 200®, 
- carbon dioxide, 
- high or low pressure, 
- hand-held hose, 
- dry chemical, 
- sodium bicarbonate, potassium bicarbonate, 
- wet chemical, 
- potassium carbonate, potassium acetate, and 
- high- or low-pressure water mist. 

 
It is important for IC's to understand that many automatic fire protection 
systems are engineered and installed to suppress a fire effectively without 
human intervention.  This means the IC should be thoroughly familiar 
with the systems (and let them do their jobs as designed) before employing 
traditional manual suppression strategies and tactics.  
 
 
Passive Systems or Features 
 
Passive systems or features are structural elements that, when properly 
installed and maintained, assist in the control of fire and smoke movement 
in a building and contribute to the structural stability of a building under 
fire conditions. These systems include, but are not limited to: 
 
• firewalls; 
• fire-rated floor and ceiling assemblies; 
• other fire assemblies (e.g., fire doors, fire dampers, rated exit 

corridors); and 
• firestopping, draft stops, draft curtains, and fire safing. 
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Figure 1-2 
Spray-on fireproofing and smoke-seal caulking are two 

examples of passive fire protection. 

 

 
SUMMARY 

The purpose of this course is to provide IC's with fundamental information 
on fire protection systems and construction features, their components, 
and how they function to mitigate or control a fire or other emergency.  
The foundation for identifying and documenting this information is the 
PIP process.  This is where we will start our journey to understand the 
capabilities and limitations of fire protection systems. 
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UNIT 2: 
DECISIONMAKING 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TERMINAL OBJECTIVE 
 

The students will be able to recognize the importance of preincident planning in making appropriate 
decisions in specific emergency situations. 
 
 

ENABLING OBJECTIVES 
 

The students will: 
 
4. Distinguish between classical and naturalistic decisionmaking.  
 
2. Determine when to use each approach. 

  





DECISIONMAKING 
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INTRODUCTION 
 
Decisionmaking is an integral part of every Incident Commander's (IC's) 
responsibilities. The process each IC goes through has been studied and 
evaluated, and research has shown that what the IC decides to do is based 
on knowledge gathered from training, experience, case studies, 
conversations with officers who have had relevant experiences, and pre-
incident planning, which is the focus of this course. We use a cue-based 
decisionmaking process that employs the Primary Factors Chart 
(discussed in Unit 3: Benefits of Preincident Planning). 
 
Two primary methods are used by incident scene decisionmakers to reach 
conclusions, determine results, and initiate actions.  They are the classical 
method and the Naturalistic Decisionmaking Method (NDM). 
 
 

CLASSICAL DECISIONMAKING  
 

The classical decisionmaking method is a time-consuming process where 
the decisionmaker: 

 
• gathers information; 
• analyzes the information; 
• determines the problems that are present, and selects and 

prioritizes those problems in order of importance; 
• identifies and prioritizes the possible solutions; 
• selects tactics from one or more possible options; and 
• issues directives to have the tactics implemented. 
 
 
The Command Sequence 
 
Over time, the use of this system--called the command sequence--
becomes a habit. When this happens, the Company Officer (CO) tends to 
use the technique under unfamiliar emergency conditions, thus structuring 
the decisionmaking process and reducing stress. 
 
Using the command sequence also helps the CO stay proactive. The IC 
may use the steps to anticipate upcoming or urgent needs. 
 
 
Using the Classical Method in Training 
 
Decisionmakers need the classical method when they are in the training 
mode.  In the training mode, they will be taught to look for cues, draw 
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conclusions, consider results, and take action for an incident type not 
previously learned, or learned incorrectly.   
 
Whether the cues, conclusions, results, and actions are learned must be 
tested in an application format.  Such a format can be an exercise or 
simulation, provided by an expert in the specific incident type. For 
example, an urban or city fire officer would learn wildland firefighting 
techniques from a wildland expert. 
 
 
Using the Classical Method in Evaluation and Planning 
 
The classical decisionmaking method also is used for evaluating and 
planning when time is not a factor. 
 
Decisionmakers need to use the classical method when they are evaluating 
and comparing the critical cues used, conclusions and results determined, 
and actions taken by other decisionmakers.   
 
This form of training typically employs case studies.  Here, the student 
uses a case study to examine the obvious and subtle cue differences.  The 
examination provides optional conclusions, results, and actions based on 
the cue differences.  By using a case study and the classical method, 
students are able to evaluate whether or not the cues match the conclusions 
and actions of the decisionmaker at the actual scene.  If they do not, then 
students will learn specific actions to avoid. 
 
 
Using the Classical Method at an Emergency 
 
It is appropriate to use the classical decisionmaking method at an actual 
incident scene where there has been little or no previous experience or 
training with this specific incident type, or with the variables that are 
present at an incident.  The decisionmaker must formulate a basic plan 
before directing tactical actions.  A process that does not include an 
evaluation of the incident information, a risk/benefit analysis, and 
appropriate strategies and tactics is not a plan--it is a design for disaster. 
 
Base the plan on incident information (critical cues), real problems, and 
appropriate broad solutions (strategies).  Choose the best solutions 
(tactics) from several options. 
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NATURALISTIC DECISIONMAKING  
 

The NDM is a more rapid and intuitive process in which the 
decisionmaker very quickly: 
 
• looks for certain critical cues (visual, audio, touch, smell); 
• conducts a sizeup; 
• relates the critical cues to previous similar situations (from 

experience or training);  
• recalls the previous conclusion, results, and actions that most fit 

the new situation; and  
• issues directives to have the tactics implemented. 

 
Obviously, basing decisions on the understanding gained from previous 
experience can produce results much faster than following the step-by-step 
classical process. 
 
 
The Role of Experience in NDM 
 
The more experience the fire officer has had on similar types of incidents, 
the greater his or her ability will be to read the subtle differences at the 
incident, draw refined conclusions, and direct the most appropriate actions 
to provide a solution. 
 
Also, the more familiar an IC is with a building, the better able he or she 
will be to make appropriate decisions at a fire event involving the 
building.  Using preincident plan information and having a working 
knowledge of the building's fire protection systems will help the IC to 
make better decisions.  Preincident planning is an important part of NDM. 
 
 
When to Use NDM 
 
An IC will use NDM when he or she has adequate experience or training 
on the incident type, or on the variables within the incident type.  This 
method relies on an almost instantaneous recall of previously learned 
conclusions, results, and actions.  It includes the interrelationships of 
specific information with conclusions, results, and actions based on 
whether or not they worked before.  Therefore, it provides a direct, 
lightning-fast transition from what the IC sees, hears, feels, and smells to 
conclusions and resulting actions.  
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Time-Sensitive Nature of Decisionmaking 
 
Because of the time-sensitive nature of emergency-scene decisionmaking, 
the choice between naturalistic and classical will not be conscious.  The 
decisionmaker's brain will attempt NDM first.  This is the way the brain 
operates, even though the decisionmaker is not aware of it. 
 
The decisionmaker must recognize when he/she possesses insufficient 
information to use this method.  Some cues for this recognition are 

 
• It is obvious to the decisionmaker that there has been little or no 

experience or training on the specific incident type. 
 

• The decisionmaker recognizes that the incident cues are very 
unfamiliar and do not immediately result in appropriate action 
decisions. 

 
• The decisionmaker feels lost or overwhelmed, cannot think, or is in 

a panic.  In these cases, the classical method is the appropriate 
response. 

 
By recognizing these cues, the decisionmaker can determine that he or she 
needs to convert to a different decisionmaking method.  That is the 
classical method.  If this conversion is not done, the decisionmaker often 
is left with what has sometimes been called "brain-lock." 

 
 

Continuing Sizeup 
 
If NDM was used on the incident scene, the decisionmaker still will use 
the classical method to evaluate the actions taken using NDM, to ensure 
that what is being done is achieving the desired result.  This is called 
continuing sizeup. 
 
The IC asks such questions as: 
 
• Is what I have directed to be accomplished actually solving the 

problems? 
 

• Is the information I am receiving from other officers consistent 
with what I know, and what the preplan says about this building? 
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SUMMARY 
 
Classical decisionmaking requires time and is best used in training, post-
event evaluation, and preincident planning.  It is used at a fire scene only 
if necessary knowledge and experience are lacking.  However, the 
knowledge and experience acquired in preincident planning and training 
are keys to being able to make critical decisions using NDM at a fire.   
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UNIT 3: 
PREINCIDENT PLANNING BENEFITS  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TERMINAL OBJECTIVE 
 
The students will be able to describe the benefits of preincident planning and the relationship between 
these activities and the effective use of fire protection systems. 
 
 

ENABLING OBJECTIVES 
 
The students will: 
 
1. Describe the key factors evaluated in a preincident plan. 
 
2. Describe how preincident plans are used before, during, and after a fire. 
 
3. Identify a list of information sources for completing preincident plans.

  





PREINCIDENT PLANNING BENEFITS 
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PREINCIDENT PLANNING 
 

Noted fire protection specialist and author Francis Brannigan often repeats 
the quote "The building is your enemy.  Know your enemy!  Know your 
building!"  This phrase is his way of warning fire service personnel of the 
importance of gathering good information before an event ends in disaster. 
 
Clyde Pfisterer, a 46-year veteran of the Indianapolis Fire Department, 
reminds firefighters that if "you don't control the building, the building 
will control you." 
 
Collecting information about your enemy is known as "intelligence 
gathering."  In this era of terrorist threats from chemical, biological, 
nuclear, and explosive or incendiary hazards, the fire service must be 
vigilant about intelligence gathering.  "Infrastructure protection" refers to 
guarding the essential functions and built environment that sustain our 
way of life and economy.  Thus, preincident planning describes the means 
of infrastructure protection intelligence gathering:  the process of 
information collection, sorting, evaluation, and dissemination of facts, 
probabilities, and mitigating factors relating to all hazard emergencies in 
buildings or facilities. 
 
Effective fireground operations depend on the Incident Commander (IC) 
developing good objectives, strategies, and tactics (OST's). IC's develop 
OST's for virtually every incident to which they respond. Sometimes we 
don't realize we are doing this, but it is a mental process that is inherent in 
essentially all fireground commanders, whether they are chief officers, 
Company Officers (CO's), or acting CO's.  
 
A quality preincident planning process will greatly assist a fire officer/IC 
in developing good OST's. Using established preincident planning forms 
to document important information on a particular target hazard lays the 
foundation for developing quality OST's. The next step is to capture this 
information in a format that will be readily available to the IC, prior to and 
on arrival at a fire in a particular building or hazard.  
 
Two National Fire Protection Association (NFPA) Standards, 1710, 
Standard for the Organization and Deployment of Fire Suppression 
Operations, Emergency Medical Operations, and Special Operations to 
the Public by Career Fire Departments; and NFPA 1720, Standard for the 
Organization and Deployment of Fire Suppression Operations, 
Emergency Medical Operations, and Special Operations to the Public by 
Volunteer Fire Departments strongly emphasize the need for formal 
preincident planning efforts. 
 
As IC's we must continuously reflect on the importance of the role we play 
in successful incident outcomes.  Therefore, we must ask ourselves: 
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• Why is it important to have an IC for an emergency? 
 
• Have you ever had a fire where quicker, more effective use of the 

building's fire protection system would have aided in the outcome? 
 
• Where do you get your information on a building's fire protection 

systems, and how is this information kept for future reference? 
 
• What are some the building fire protection systems that IC's likely 

would use during a fire? 
 
• What are the benefits of preincident knowledge on fire protection 

system locations, what they do, how they operate, and what 
limitations they pose when managing a fire? 

 
• Where do preincident planning and fire protection systems 

knowledge merge? 
 
• Do you, as a potential fireground commander, have a method to 

identify control OST's for use at incidents involving target 
hazards? 

 
• How and where do you document your preincident plan 

information? 
 
 

VALUE OF PREINCIDENT PLANNING 
 
Most fire departments conduct some form of preincident planning or 
hazard assessment. The question one must ask is "How well do we (my 
agency, my company) conduct this planning process?"--and, more 
importantly, "How effective are we at using this information in emergency 
situations?"   
 
 

IDENTIFYING TARGET HAZARDS 
 
Although familiarity with all structures in a district is important, an 
emphasis on target hazards should be the top priority. In the National Fire 
Academy (NFA) course Command and Control of Fire Department 
Operations at Target Hazards, a target hazard is defined as: 
 

Any building or potential incident site (e.g., outside 
hazardous materials storage site, bulk fuel storage facility) 
that has the potential for significant life loss, high property 
dollar loss, and/or the ability to overwhelm local resources.  

SM 3-4 



PREINCIDENT PLANNING BENEFITS 

Some examples of target hazards identified in the NFA course are nursing 
homes/convalescent homes/human care facilities, educational institutions 
(including colleges and universities), penal institutions, bulk storage 
facilities, grain elevators, large public assembly occupancies (churches, 
theaters, airport, bus and train terminals), buildings under construction, 
large mercantile occupancies (malls), highrise and midrise buildings, and 
large manufacturing and storage facilities (e.g., mill buildings).  
 

Buildings or facilities need not be large to overwhelm an agency's 
resources.  This definition makes every department in the country 
responsible for some type of target hazard. A fire in a midrise building 
(three to six stories) might not tax the resources of the Fire Department of 
New York City, but a small community in a rural area with two three-
person engines and a two-person truck--and outside help 20 to 30 minutes 
away--likely would find a fire in this type of facility tremendously taxing.  
 

The fire service needs to embrace the importance of becoming familiar 
with target hazard occupancies in response areas. There are documented 
fires where a lack of knowledge regarding fire protection systems, or a 
failure to properly use them resulted in fires getting out of control and 
seriously damaging or destroying buildings. 
 

Preincident preparation will not eliminate the challenges presented by 
target hazards, but it will set the stage for how an officer--as IC--will 
prioritize fireground operations at all three incident management levels: 
setting incident objectives, prioritizing incident strategies, and 
developing and implementing incident tactical operations.  

 
 

 
 

Figure 3-1(a) 
For a Small Community, a Target Hazard may be  

a Historic Building 
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Figure 3-1(b) 
A Hazardous Materials Tank Farm Nearly Always  

is a Target Hazard 
 

 
 

Figure 3-1(c) 
Highrise Buildings Are a Challenge for Any Agency 

The preincident planning process is critical to successful outcomes in a 
challenging situation. Fire officers always must remember that they start 
out working behind, because the incident has already started and gained 
headway prior to being reported.  
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The methods officers can use to help catch up are quality preparation, pre-
identification of the challenges a building presents, and a working 
knowledge of the support systems it contains that can help manage the 
control process.  

 
 

DATA GATHERING FOR THE PREINCIDENT PLAN 
 
Knowledge of a building's fire protection systems will aid in the decision-
making process, provide a safer climate for firefighters to work in, and 
ultimately should lead to better outcomes. It is the goal of every firefighter 
when he or she responds to a fire emergency to prevent loss of life, 
minimize property damage, and assist the building owner in resuming 
normal operations as soon as possible after the fire. Knowing a building's 
fire protection systems, how they operate, their operational readiness, and 
how to secure them and then placing them back in service are all keys to 
these better outcomes. It is part of our responsibility, and we must become 
more proficient in this area.  

 
 

THE PREINCIDENT PLANNING PROCESS 
 

The Formal Process: Completing Forms 
 
Preincident planning takes on essentially two different forms. The first is 
the more formal process, which involves the use of forms developed for 
this purpose (those found in NFPA 1620, Recommended Practices for 
Pre-Incident Planning, the NFA Quick Action Prefire Plan (QAP) Form, 
or other forms adopted by your organization). This method involves the 
documentation of critical information related to a building's occupancy 
and use, construction, systems, utilities, access, and other information vital 
to effective emergency operations.  

 

 
The Informal Process: The Walkthrough 
The second form of preincident planning is less formal, but very 
important. It involves a crew walking through a building, reviewing the 
documented preincident planning information for changes or alterations, 
and noting these changes. This process allows a company to maintain its 
knowledge of a building, and to look for and identify any deficiencies in 
the building's fire protection systems that may have happened since the 
last walkthrough. 
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Another valuable use of and reinforcement of the information gathered 
during preincident planning is to conduct drills at these critical facilities. 
This allows emergency responders to apply the knowledge they have 
obtained during the building preincident planning visit and to test their 
knowledge of the systems, their locations, and how they fit into the overall 
emergency operations plan. 
 
 

 Review and Revise 

Review and Revise 

Train 

Document 

Train Walkthrough 

Formal 

Informal 

Identify Target Hazards 

Collect Data 

Walkthrough 

 
 

Figure 3-2 
The Preincident Planning Process 

 
 
LOCATION OF THE PREINCIDENT PLAN 

 

In general terms, the fire service has established that preincident planning 
is a normal function for emergency response units. Engine and truck 
companies go through an information gathering process and develop these 
plans, most often in written form, and they are carried on engines and 
trucks for use during a fire. Some departments have gone so far as to put 
these plans in a database that can be accessed through a unit's mobile data 
terminal. This is generally where the process ends.  

 

Technology is available for the drawing, storage, and retrieval of 
preincident plan information. Although somewhat costly, these programs, 
working in conjunction with apparatus mobile data terminals (MDT's), 
have proven very valuable in many communities. Since many 
communities already have the data available, it is a matter of developing, 
formatting, and programming the information into a computerized 
database that can be retrieved using MDT's in the field. 
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Some of these electronic programs include 

 

• Microsoft Visio®; 
• CAD Zone Fire Zone® or First Look PRO®; 
• Pictometry Visual Intelligence®; 
• ESRI Arcview®; and 
• Mapping Solutions FireBase®. 
 

It must be clearly understood that multiple units respond to these same 
buildings on the same or different shifts, or even from other jurisdictions. 
The officers and personnel on these crews need to be familiar with the fire 
protection components of these buildings. One cannot assume that the 
same units or the same personnel will always be at the fire when it occurs. 
Sharing the preincident information and having periodic drills at the more 
critical buildings are two keys to effective outcomes when fires happen in 
these buildings.  

 
Fire departments should consider their particular needs when purchasing 
computerized preincident planning tools, but not forget they should 
consider the potential need to share this information with neighboring 
agencies. 

 

Departments also must consider how they expect to share preincident 
plans with incoming apparatus and mutual-aid companies during an 
emergency.  Is there an adequate number of current paper copies available 
for all key personnel?  If stored electronically, how can they be retrieved 
and shared?  Are all companies working on like radio frequencies (a key 
to interoperability) that can transmit or receive data?  Are fax machines or 
other printing devices ready to download plans?  Is there an adequate 
supply of paper and printing cartridges?  These and similar contingencies 
should be resolved before an incident, not while the IC is standing in front 
of a burning structure asking for help. 
 

 

SM 3-9 



PREINCIDENT PLANNING BENEFITS 

PREINCIDENT PLANNING TOOLS 
 
The preincident planning process is outlined in the nationally recognized 
document NFPA 1620.  It is strongly recommended that it be used as the 
basis for preincident planning. 
 
The major factors that should be evaluated during preincident planning as 
listed in NFPA 1620 are 
 
• construction; 
• occupant characteristics; 
• protection systems; 
• capability of public or industrial response personnel; 
• availability of mutual aid; 
• water supply; and 
• exposure factors. 
 
As of the writing of this course, the NFPA committee on NFPA 1620 has 
recommended moving this document from a Recommended Practice, to a 
Standard. The committee is attempting to make the change outside of the 
normal 3-year cycle (within the next 3 years), but has not completed the 
draft document as of the development of this course. 
 
If the committee moves forward with this recommendation and it is 
approved on the floor during NFPA's hearings, the new Standard will 
require that those jurisdictions that adopt 1620 either by reference or 
specific reference during the code adoption process will be required to 
follow this Standard, or be exposed to significant legal liability for failure 
to do so.  
 
As demonstrated in the Appeals Court ruling in Canada for the Montreal, 
Quebec, Alexis Nihon Plaza highrise fire, fire departments are being held 
to a higher standard than ever before for knowing how to properly use fire 
protection systems in buildings. Because local jurisdictions require these 
systems to be installed as part of the construction process, and then to be 
properly maintained for use under fire conditions,  it is imperative that fire 
departments throughout this country evaluate the readiness of these 
systems and know in advance of a fire how to properly use them. 
 
Proper preincident planning will greatly assist departments in adhering to 
these expectations and help avoid the liability that might arise if a 
department has difficulty with system components during a fire 
emergency. 
 
The plan should be developed in consultation with other professionals 
involved in the site or facility development, such as fire protection 
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engineers, sprinkler contractors, building architects or engineers, water 
authorities, and insurance professionals, as well as by conducting site 
surveys. Other sources such as governmental agencies should be consulted 
for existing emergency plans they might require. 
 
Historical information on similar occupancies involved in emergencies 
should be reviewed for issues that could cause problems in the structure 
being surveyed. The information should be recorded based on what 
information is needed and how it is to be used.  
 
 
NFPA 1620 Recommendations 
 
NFPA 1620 also says, "The preincident plan should be coordinated with 
an incident management system," which is also an essential element of 
this course. NFPA 1620 also recommends that the preincident planning 
process should begin before construction and actual occupancy of the 
building. The use of training for developing familiarity with the plan, with 
an emphasis on those portions of the plan that involve unique or unusual 
evolutions or operations, also is highlighted.  
 
NFPA 1620 recommends that "The preincident plan should be the 
foundation for decision-making during an emergency situation and 
provide important data that will assist the incident commander in 
developing appropriate strategies and tactics for managing the incident. 
The preincident plan should help responding personnel identify critical 
factors that will affect the ultimate outcome of the incident, including 
personnel safety."  
 
 
Primary Factors Chart 
 
The NFA has developed a form called the Primary Factors Chart, for use 
by fireground commanders in developing their OST's. The Primary 
Factors Chart is a quick reference guide for managing a fire incident. 
When used in conjunction with, and completed during preincident 
planning, it becomes an even more meaningful tool. 
 
A second version of the Primary Factors Chart has been developed for 
incidents involving hazardous materials or hazardous materials sites. The 
appropriate form to use should be based on what hazardous conditions will 
confront the IC.  Both charts are shown in Appendix B to this unit. 
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How the Primary Factors Chart is Used 
 
The Primary Factors Chart is a tool that can be used by command officers 
to help organize and manage an emergency incident, and some of this 
work can be done before the incident, or during the preincident planning 
process. When used as a preincident planning tool, the Primary Factors 
Chart gives the IC the foundation for dealing with the incident, without 
having to process a significant amount of information under very trying 
and hectic circumstances. 
 
The Primary Factors Chart is divided into four areas. The first, or column 
#1, lists the Pertinent Factors about a building or hazard area, and 
includes consideration for life safety, building properties and exposures, 
auxiliary appliances (fire protection systems), and weather.  
 
Column #2 is set aside for establishing Incident Objectives and, although 
final objectives cannot be developed until the real incident occurs, 
objectives based on critical pertinent factors, such as supplying sprinkler 
and standpipe connections and knowing the location of fire alarm 
annunciator panels, can be critical to effective early emergency 
operations.  
 
Column #3 is dedicated to Strategies; planning these strategies based on 
the Pertinent Factors listed in Column #1 will assist in managing the 
flow of the incident to a successful conclusion.  
 
Column #4 is set aside to remind the IC to evaluate the effectiveness of his 
or her strategies continually in meeting overall incident objectives.  
 
 
Types of Issues that Can be Evaluated 
 
Many building features and concerns can be surveyed. As an example, 
when dealing with a large public assembly occupancy, life safety is a 
pertinent factor. Fire protection systems are an essential component for 
protecting the lives of the occupants of the public assembly. Making sure 
these systems are operating properly and supported should be a primary 
strategy in carrying out the incident objective of the safe removal of all 
occupants from the building.  
 
A secondary issue, and one of the unrecognized, but extremely important 
fire protection systems in these buildings, is the exiting features. Although 
not a principal element of this course, exiting features (corridors, fire door 
assemblies, exit passageways, etc.) play a significant role in the safe 
removal of all occupants, as well as serving as access for firefighting 
personnel.  
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Knowing how the exiting systems are configured, the principal routes 
building occupants will use, and how to best use them for emergency 
personnel without creating a conflict with evacuation, is an essential part 
of the preincident planning process. Knowing which stairwells in a high-
rise building are pressurized or designed to maintain a tenable 
environment for occupant evacuation is critical to overall effective 
management of a fire emergency in the building.  
 
The Primary Factors Chart also helps establish in advance of the fire the 
amount and types of resources that might be needed to combat a fire in the 
particular building. You can plan alarm levels (resources) that may be 
required based on level of fire involvement.  
 
Knowing what systems the building does and does not have will help in 
allocating and assigning available resources, based on the priorities 
established during the development of your incident objectives.  For 
example, if the building has a fire sprinkler system, it may be more 
effective to have a limited staff company--two or three personnel--supply 
the sprinkler system, rather than attempting to lay and supply a 2-1/2-inch 
hoseline for initial fire attack. Immediately checking the fire alarm 
annunciator panel for fire location (when no fire is initially showing) will 
expedite routing of resources to the location of the fire.  
 
Making notes, identifying specific Pertinent Factors on the Primary 
Factors Chart, and developing some basic incident objectives and 
strategies during the preincident planning process will begin laying out an 
IC's action plan for managing a fire emergency in the building.  If this 
documentation is kept with the preincident planning information, the 
responding officer can use it to begin developing the overall Incident 
Action Plan (IAP) prior to arrival at the incident.  
 
This process also allows the fireground commander the opportunity to 
identify specific hazards areas, exposure problems, and areas where 
structural integrity may be in question. The process helps IC's to identify 
methods to reduce firefighter exposure to heat, smoke, fatigue, fire, and 
other hazards. Ultimately, this should contribute to a reduction in the 
potential for both fire and property loss.  
 
 
Other Data Sources 
 

It must be emphasized that the formal preincident planning process is 
extremely important.  However, the formal process is just one element of 
quality preincident preparation, and the formal documentation and 
building familiarization visit is not the only source of information that 
needs to be collected for a building, particularly on its target hazards. 
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Other sources include the building's architect, the owner, engineers, safety 
director, and the maintenance supervisor, as well as the insurance 
carrier/underwriter/risk manager or loss control specialist.  

 

It is important for fire officers to review building plans submitted during 
construction, and then periodically check the plans  normally kept in the 
building department's records to determine whether changes or 
modifications to the building have been made, by checking on permits that 
have been issued by the building or fire department, hazardous material 
operations permits, and Material Safety Data Sheets (MSDS) records, and 
county or jurisdictional records collected by the zoning and/or planning 
departments. 

 

A fire agency's relationship with its fire code enforcement organization is 
an important one.  Independent fire companies may have to work with a 
building department or fire marshal's office that is not legally bound to 
consider the suppression personnel's needs. In those cases, the fire 
department may need to work hard to build a close working relationship, 
but the efforts could be well rewarded.  Code enforcement officials have 
the authority to make decisions that can make the IC's life easier.  They 
enforce rules and regulations on water supplies for fire protection, fire 
apparatus access roads, and built-in fire protection systems.  Likewise, 
their permanent records and reports may provide a wealth of information 
for the IC: building and fire protection system plans and specifications, 
site plans, construction details, and inventories of hazardous materials or 
operations.   
 

 

Preincident Planning Stages 
 

The preincident process planning should not begin after a building is 
constructed and occupied. It should begin when the concept of the facility  
is proposed and needs the input of the fire department. Responding 
companies should be involved with the building during the conceptual or 
planning stage, and all the way through the construction phase. (Fires do 
occur in buildings under construction.) It should continue as the building 
is being occupied (and modified for the occupants) and then be an on-
going process after the certificate of occupancy is issued and full 
operations are up and running.  

 

Preincident planning lasts over the lifetime of a building, because as long 
as it is standing, the fire department must be prepared to deal with a fire or 
other emergency that may occur in the building. 
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Testing 
 
Part of the preincident planning process should be verification that regular 
testing of all systems is being conducted in accordance with applicable 
adopted codes for your area. If this information is not available, or the 
building owner/manager cannot produce it, the reasons why these tests are 
not being conducted or documented should be requested. If there is 
reluctance on the part of the building representative to provide this 
information, the problem should be forwarded to your code enforcement 
official for corrective action. 
 
 

 
 

Figure 3-3 
Regular Inspection and Testing Should Correct  

Conditions Like This 
 
 

According to the national fire codes and standards, most fire protection 
systems need to be inspected, tested, and maintained on a regular 
schedule, some as often as quarterly.  These tests can identify significant 
deficiencies that should be corrected in a timely fashion. 
 
These tests and records also can be used to identify trends that might not 
otherwise be obvious.  For example, one regularly required test of 
automatic sprinkler systems, called a "main drain test," monitors the 
conditions of a neighborhood's water supply.  If regular tests reveal a 
continual decline in water pressure or volume, this information should be 
identified on the preincident plan and reported to the water purveyor to 
make needed improvements.  (The "improvement" may be as simple as 

SM 3-15 



PREINCIDENT PLANNING BENEFITS 

checking the status of all street valves to ensure they are fully opened, to 
something as complex as re-engineering and installing new water storage 
facilities and mains.)  
 
 

ACTIONS TO BE TAKEN BEFORE, DURING, AND AFTER THE INCIDENT 
 
NFPA 1620 recommends a process for the development, use, and 
maintenance of a preincident plan. The process covers the time periods 
before the incident, during the incident, and after the incident.  
 
 
Before the Incident 
 
Before the incident, determine the following: 
 
• the risks associated with the property, and what data should be 

collected for the preincident plan; 
• what strategies might be employed for this property; develop a 

range of options; 
• what to do with the information;  
• what training is needed to assure all personnel are familiar with the 

plan; and 
• what steps are needed to update and revise the plan. 
 
Keep each plan simple enough to remain useful. Copies of the plan should 
be distributed to the appropriate potential responding units. The plan 
should be tested and practiced periodically, to provide an opportunity to 
review the data and refine the plan.  
 
The preincident planning process should include a provision for training in 
those portions of the plan that involve unique or unusual evolutions or 
operations. Training should be used to communicate the preincident plan 
expectations to individuals or agencies included in the plan that do not 
normally work together. 
 
 
During the Incident 
 
The IC should 
 
• establish an incident Command Post (CP); 
• develop OST's; 
• retrieve data from preincident plan; and 
• make arrangements to share the information with responding 

companies. 
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During the incident, the preincident plan should be the foundation for 
decisionmaking and provide important data that will assist the IC in 
developing appropriate strategies and tactics for managing the incident. 
The plan should help responding personnel to identify critical factors that 
will affect the ultimate outcome of the incident, including personnel 
safety.  
 
The plan should provide information on available facility personnel and 
how to contact them, to advise responding personnel of current conditions. 
The IC should use the information contained in the plan to anticipate 
likely scenarios. The IC also should review the plan continually 
throughout the incident, to remain aware of factors that might affect the 
success of the operation for strategic or tactical adjustments. 
 
 
After the Incident 
 
The IC should 
 
• review the incident; 
• critique the outcome; 
• evaluate the plan effectiveness, and the overall program 

effectiveness; and  
• modify the plan as appropriate. 
 
After the incident, the effectiveness of the plan should be re-evaluated. 
The incident should be analyzed and the performance of responding 
personnel, facility owners, and occupants evaluated for their effectiveness 
in relation to the plan. The plan then should be modified based on this 
evaluation.  
 
The preincident plan also may be useful as a postincident investigation 
tool.  Fire investigators; insurance investigators; and other local, State, or 
private entities may find the information useful for a "virtual 
reconstruction" of the occupancy and conditions that existed before the 
incident. 
 
 
Relating the Plan to Incident Management 
 
Preincident planning gives the IC and other personnel the opportunity to 
assess risks and develop strategies under non-emergency conditions.  It's 
often stressful when the alarm sounds and emergency personnel must 
make critical decisions in only a matter of minutes or even seconds. 
 
One tool the fire service has embraced--which now is endorsed by the 
Department of Homeland Security (DHS)--is the National Incident 
Management System (NIMS).  The Incident Command System (ICS) is an 
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integral part of NIMS and, when successfully employed, increases 
fireground safety, accountability, and efficiency. 
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Figure 3-4 

Preincident Planning/NIMS Relationship 
 
 
Traditional preincident plans typically summarize a building or facility's 
hazards and the resources that may be necessary to control them.  Why not 
"preplan" the ICS as well?  The IC who anticipates the staff, groups, 
divisions, and resources he or she may need to control a target hazard 
event is better prepared to handle an emergency in a disciplined manner. 
This does not mean that every block on an ICS chart must be completed 
beforehand with names and radio identifiers, but wouldn't it make life 
easier if the IC expected he or she might need a Plans Chief, Foam Group 
Leader, or some other specialty resource person who specifically could 
help control the incident? 
 
If they are not already, State and local fire officials and emergency first 
responders need to become familiar with NIMS and its elements.  Many 
Federal programs and funding will be contingent on those agencies 
adopting and employing NIMS in their day-to-day operations.  Additional 
information, and a copy of the NIMS plan, can be downloaded from 
http://www.dhs.gov/interweb/assetlibrary/NIMS-90-web.pdf 
 
Preincident planning and NIMS go hand-in-hand.  Agencies should train 
regularly with both tools. 
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Elements to be Considered Before the Incident  
 
The following are just some of the elements that should be considered 
before an incident.   
 
• the physical elements of the site and specific site considerations 

including access and road widths; 
• construction type; 
• capability of the public and industrial response personnel; 
• fire hydrants and their locations; 
• occupant considerations; 
• fire protection systems and water supply, including needed fire 

flow for both sprinkler systems and handlines; 
• fire department connections and their locations; 
• fire sprinkler systems, type, number, and location of riser room, 

areas served by each riser, extent of sprinkler coverage; 
• fire pumps (where required); 
• fire alarm systems, type, location of annuciator panel, type of 

detectors, area of coverage (addressable, zoned or not); 
• standpipe systems, type, intake, and outlet locations; 
• pressure restricting devices and pressure-reducing valves; 
• special hazard considerations; 
• emergency operations considerations; 
• exposures; 
• special or unusual characteristics of common occupancy; 
• transient conditions (things that may change on a regular basis); 
• building services, (heating, ventilating, and air conditioning 

(HVAC), elevators, moving stairs (escalators), conveyors, boilers, 
chillers; 

• utilities and their importance to supporting other fire protection 
systems; 

• emergency and standby power; 
• compressed and liquefied gases; and 
• communication systems. 
 
Having this information available will answer many of the questions that 
routinely arise during fire emergencies. It also will assist in identifying the 
number of resources that must be called, the type and capacity of the 
equipment needed, specialty equipment needed, where to position this 
equipment most effectively at the emergency scene, and essential actions 
that must be taken very early in the incident (e.g., Who will hook up to the 
sprinkler or standpipe system?  Who will go to the fire control or building 
engineer's room?).  
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Figure 3-5 
Knowing the Hazards Prior to an Event is Critical for the IC 

 
 
Identifying Points of Contact 
 
The plan also must detail and maintain current information on points of 
contact such as: 
 
• owner or operator; 
• maintenance personnel or building engineer; 
• facility fire brigade personnel; 
• facility risk manager or safety director; 
• alarm company contact; 
• sprinkler system maintenance contact; 
• elevator/escalator maintenance contact; and 
• specialty contact (e.g., hood-range systems, Halon™ or clean agent 

systems).  
 
 

STRUCTURE OF NFPA 1620 
 
The preincident planning forms recommended by NFPA 1620 are 
structured so that information is listed in an organized manner for ready 
reference by an IC. Appendix C to this unit contains sample formats and 
hypothetical examples. 
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Quick Access Prefire Plan 
 
The QAP is intended to provide a simple data collection and display tool 
for emergency responders.  It is arranged so that responding companies 
can perform a quick check of the building layout, fire protection features, 
hazards, and required fire flow.  For many occupancies, it may be all the 
detail needed to provide preincident plans.  
 
The first page of the document lists information on a building using this 
format: 

 
• plan number (assigned by the local agency); 
• address; 
• name (of occupancy or business); 
• response district (e.g., Battalion 1); 
• emergency contacts; 
• construction type; 
• fire protection (systems, features); 
• water supplies available; 
• water supply needed (based on fire involvement); 
• initial dispatch (units on the first dispatch assignment); 
• special resources that might be needed (foam, air units); 
• exposures; 
• strategies; and 
• comments. 
 
Page two of the QAP form is for a diagram of the building or complex 
layout. This page also lists the address, name, preplan number, and 
district.  
 
A typical diagram would show hydrant locations, main sizes, and access 
points; separation distances between buildings; locations of 
sprinkler/standpipe system connections; fire alarm control panel location; 
a brief construction description of both the buildings and their roofs; 
building use (e.g., warehouse, apartments); and size of each building. 
 
 
The Preincident Plan Data Collection Sheet 
 
Another form that can be of great benefit to an officer in gathering 
preincident planning information is the Preincident Plan Data Collection 
Sheet, which is shown with a hypothetical example in Appendix D.  This 
form can be used in the field to collect preincident plan data about a 
property.  It is much more detailed than the QAP. 
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Data Collected on the Preincident Planning Data Sheet 
 
This form gathers data related to: 
 
• fire company district; 
• date (of preplan); 
• preplan number; 
• occupancy location: 

- address, 
- building name, and 
- telephone number; 

• operating information and access: 
- emergency contacts and titles, 
- operating hours,  
- primary access: 

-- what side would be designated Side A (for fireground 
operations purposes?), 

- key box location and contents, 
- exterior access concerns: 

-- obstructions to aerial operations, and 
-- exterior door concerns; 

- interior roof access; 
• occupancy--information on the overall occupancy: 

- high fire load locations, 
- life safety concerns, and 
- evacuations assembly plan--assembly point location; 

• hazards: 
- trash and waste hazards: 

-- (if an) incinerator or compactor inside, 
- locations:  

-- incinerator or compactor chutes, 
- (are) chutes sprinklered, 
- outside compactors or dumpsters: 

-- locations: compactors or dumpsters attached or exposed 
to interior, 

- hazardous materials present: 
-- location of MSDS sheets, 
-- hazardous material inventory attached, and 
-- location for use in an emergency, 

- materials reactive with air; water; or other materials present, 
- type of materials; typical locations, 
- reactive materials present; typical locations, and 
- process hazards present; typical locations; 

• construction: 
- number of stories, 
- number of basements; full or partial, 
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- average square footage per story, 
- penthouse; occupancy, 
- roof construction; trusses, 
- deck material; covering, 
- floor construction; trusses, 
- wall construction,  
- combustible concealed spaces; location: 

-- attic, 
-- cockloft, or 
-- crawl space, 

- interior fire barriers and walls; locations, 
- wall penetrations: 

-- locations, and 
-- openings protected by doors, shutters, sprinklers, 
nothing,  

- interior stairs: 
-- number, and 
-- location, 

- obstruction to stairways, 
- elevators: 

-- number, 
-- location, 
-- area served, full/partial, 
-- fire service mode, 
-- elevator key location, and 
-- elevator controls location, 

- unprotected vertical openings; type and locations; 
• water supply: 

- primary water supply: 
-- test results, 
-- location, and 
-- date, 

- static pressure/residual pressure/flow rate, 
- alternative supplies private supply, type: 

-- gravity tank, 
-- other tank, 
-- cistern, 
-- process system, 
-- reservoir, and 
-- other, 

- fire pump,  
- supplied by: 

-- public supply, or 
-- private supply, 

- start-up; automatic/manual,  
- number of pumps; location, 
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- onsite hydrants,  
- location of hydrants, 
- supplied by public/private, 
- size of outlets and threads, 
- which system supplies what protection system, 
- nearest large volume water supply greater than 2,000 gallons per 
minute (gpm), 
- needed fire flow calculations and factors, and 
- largest single fire area; 

 
 
 
The United Sta
study course c
Protection." It 

tes Fire Administration (USFA's) NFA has an online self-
alled "Testing and Evaluation of Water Supplies for Fire 
can be found at: http://training.fema.gov/ 

 
The course exp ations for fire protection, how to 
perform a water supply test, and rural and urban water supply systems.  
Students who 
certificate from

lains water supply calcul

successfully complete the 6-hour course can obtain a 
 the NFA. 

 
 
 
• protection systems: 

- fire ala m system, 
-- panel location, and 
-- annunciator location, 

- monit
- fire al

rtment connection; size of threads, 

ll or partial: areas protected (if partial), 
alves, 

side hoses, 

connection (FDC) same as for sprinkler 

d 

- type o
of coverage--full or partial, 

ay, open floor, other, and 

r

 - types of alarms, 
- extent of coverage, 

ored system, 
arm company, 

- sprinkler system, 
- location of fire depa
- type of system, 
- extent of coverage--fu
- location of main v
- system coverage plan at valve, 
- standpipe and in
- combined with sprinkler system, 

-- fire department 
system, 
-- location of FDC, an
-- size of FDC threads, 
f standpipes: 
-- extent 
-- outlet locations; stairw
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-- outlet size and type, 
- special; protection systems, 

ll or partial; 
 
 

-- type of systems, 
-- locations, and 
-- extent of coverage, fu

 
 

Figure 3-6 
Preincident Planning Fire Department Connections  

Eliminate Confusion 
 
 
• 

- water, gas, s wer, telephone, data 
communications; 

 exposures: 
, construction type, occupancy type, openings; 

• 
, equipment or personnel that might be needed; 

cue exposures: 

 

 

utilities: 
torm and sanitary se

•
- distance
special resource considerations: 
- special apparatus

• technical res
- high-angle, confined space, swift water, ice; and 

• remarks. 
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The Preincident Plan Form 

 addition to the first two pages of the preincident plan, there is a 
reincident Plan Form that lists information in more detail. This form is 

formation is immediately available to the 
: 

d be provided in a preincident plan.   

 fences: (height and construction); 
 security: (guard services); 

umber on duty, knowledge, areas where 
guards do not have access); 

• ; 
ciator: (location); and 

nel. 

s 

 hours of operation; 
 number of occupants: days (8-4), evenings (4-12), nights (12-8); 

 areas of refuge: (defend in place strategy); 
 name, title, telephone; 

 type of hazard and location; 
 special shutdown procedures: (complex or extended operations); 

 controlled environments (clean rooms, hyperbaric chambers, etc.). 

 

 
In
P
structured so that important in
IC
 
A copy of the Preincident Planning Form and a hypothetical example is 
included in Appendix D.  This form lists the types of information that 
coul
 
 
Site Access and Restrictions 

 
•
•
• guard house location: (n

• guard dogs; 
• lockbox; 
• fire command center; 

emergency operations center
• remote annun
• fire alarm pa
 
 
Life Safety and Occupant Consideration
 
•
•
• handicapped/special needs; 
•
• emergency contacts:
• site emergency response plan; and 
• emergency coordinator. 
 
 
Occupancy or Special Hazards 
 
•
•

and 
•
 

SM 3-26 



PREINCIDENT PLANNING BENEFITS 

Building Construction 
 

 
fire escapes, tunnels, breachable walls; 

 length, width, height, number of stories; 
ish materials; 

 floors: (raised floors); 

• es/multiple levels); 
large, undivided areas, 

floors, stairwells, elevator shafts, 
, type of fire doors; 

management: (manual or 

 

Buildin

• verhead or underground) at, 
disconnects located at, transformers: (PCB); 

 emergency power supplies; 
 for (building heat) (processes), shutoff located at; 

 Liquefied petroleum gas (LPG): for (building heat) (processes), 

• 

tion, 

• 

 

 south; 
 east; 

and 
 environmental concerns. 

• building access: doorways, locking devices, accessible windows,

•
• walls: interior fin
•
• ceilings: (multiple/suspended ceilings); 

roof and roof coverings: (concealed spac
• vertical and horizontal openings: 

unprotected openings between 
utility shafts, escalators

• smoke and heat venting or smoke 
automatic), control locations; and 

• atriums: location in the building, number of stories connected, 
number of stories open to atrium. 

 
g Utilities 

 
electricity: enters property, (o

•
• natural gas:
•

storage tank(s) located at, shutoff located at; 
domestic water; 

• steam; 
• elevators: number, floors served, type, restrictions and loca

fire service override, locations of keys; and 
compressed air. 

 
 
Exposures 

• north; 
•
•
• west; 
•
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Protection Systems 

• automatic sprinklers: ceiling/roof systems, in-rack systems, other 
systems, system demand (gpm @ pounds per square inch (psi)); 

• water supplies: type of supply, fire pump (diesel) (electric), rating 
(gpm @ psi); 

• available flow: static, residual, flow available, (gpm @ psi) 
residual; 

• required fire flow; 
• hydrants; 
• FDC: location, FDC supplies; 
• standpipe and inside hose connections: type of system, hose 

outlets, pressure available, control and sectional valves, FDC, 
risers; 

• fire extinguishers; and 
• special protection features: type of system, (CO2, Halon™, 

gaseous extinguishing agents, foam-water, dry chemical, and wet 
chemical); hazard or area protected by the system; location of 
control panels; location of all protective agent supply and reserve 
containers; activation method; personnel hazards of protective 
agent. 

 
 
Fire Alarm and Communication Systems 
 
• detection systems: method of system activation (manual, 

automatic); area of coverage; fire alarm control panel and remote 
annunciator panels; type of automatic detectors provided (smoke, 
heat, other); off-site alarm transmission; name of, and contact 
number for, off-site monitoring agency; 

• occupant notification: voice alarm or public address system, 
method and extent of occupant notification; 

• onsite communications system: stairway telephone system; radios; 
and 

• contact person or company responsible for system maintenance: 
telephone number. 

 
 
The Preincident Plan Walkthrough

 

 
 
As the preincident plan walkthrough is being conducted, you should 
capture this important information, using the forms referenced above or 
those used by your department.  
 
Once the information has been gathered, a plan should be developed and it 
should be updated for currency on a regular or planned schedule.  
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Deficiencies or problems identified (even though this is not a formal code 
nforcement inspection) must be noted and referred for corrective action. 

ability 

It may involve only bringing the problem to the attention of the safety or 
k ma

the fire prevention division or other code enforcement official for further 

e
These deficiencies, if not corrected, could hamper the fire department's 

to properly deal with a fire when one starts.  
 

ris nager, or it may appropriately be referred to your fire marshal or to 

corrective action.  
 
 
Best Practices 
 

m must be in place so that, not only is corrective action taken, but A syste
e corrections are completed, so that your 

einci

proper 
correct
have be
 

 
 
 

also you are notified when th
pr dent planning information will reflect this. A system of "Best 
Practices" notification should be established for your jurisdiction so that 

referral, action, and followup notifications take place, so that 
ions are made and responders are advised that these corrections 
en completed.  
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Effective August 9, 2006 

 
NFA WELCOME PACKAGE 

 
Below is information to help you plan your travel to the National Emergency Training Center (NETC).  Even if you’ve 
taken classes at NETC previously, please read it carefully.  The procedures may have changed since you were here 
last, and you will be responsible for complying with the current procedures.  The last page of this package is entitled 
“CONTACT INFORMATION.”  We suggest you print it and provide a copy to your family and office staff in case 
they need to contact you while you are here.  Although friends or family may not stay in Housing, they are welcome to 
attend graduation.  Please contact Security before their arrival for current security protocol required for their entry to 
NETC campus.  
 
If you have any questions, you may call us at either (800) 238-3358 or (301) 447-1000.  When you reach the operator, 
ask for the appropriate extension: 

• Housing/Transportation---1048/1113 
• Admissions---1035 
• Food Service (Guest Services)---1551 
• Security---1111 

 
You may send an email to: 

• Housing/Transportation:  NETC-Housing@dhs.gov 
• Admissions:  NETC-admissions@dhs.gov 
• Food Service:  NETC-cafeteria@dhs.gov 

 
 
If you need to fax information to any of the following offices, please note the following fax numbers: 

• Housing/Transportation:  (301) 447-1324 
• Admissions:  (301) 447-1441 
• Food Service:  (301) 447-6944 

 

    SECURITY     
 
Due to increased security precautions, students should bring two photo ID’s to campus. PLEASE HAVE 
THEM WITH YOU, NOT IN YOUR BAGGAGE!  If you do not have the photo ID’s, you will not be permitted 
on campus. Security checks will delay your registration at the NETC. 
 
If you are a student from a foreign country, please be prepared to show your passport or visa at registration. 
 
Firearms:  Prohibited on campus! 
Due to heightened security requirements, please understand that security and law enforcement personnel may search 
you, your vehicle or your luggage.  Maryland law is very narrow in its definition of law enforcement officers who may 
carry firearms.  For your own protection, and to expedite your processing into the NETC, do not bring weapons of 
any kind to campus. Weapons include knives with blades longer than 3 inches, machete, bow & arrows, ammunition, 
rifles, shotguns, pistols, etc.  Sworn/commissioned, and state POST certified officers and federal officers, or local 
officers with concurrent jurisdiction who require a firearm for the performance of required official duties must obtain an 
exception from the Director of Support Services prior to arrival on campus.  If you arrive at NETC with weapons of any 
kind without prior approval, your entry to campus will be significantly delayed.  
 
Alcoholic Beverages: Consumption of alcoholic beverages is limited to the Pub & Log Cabin.  Alcohol is not allowed 
in lodging rooms or vehicles, and will be confiscated.  If you arrive at NETC with, or are attempting to bring alcohol on 
campus, your entry to campus could be significantly delayed.  
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 TRAVEL       
 
TRAVEL BY AIR:    
• You must make your own travel arrangements. 
• You must be sure your flights meet the shuttle pickup/departure times, and the ticket purchase follows the 

parameters of travel as defined under “REIMBURSEMENT” in this package. 
 

NETC SHUTTLE SERVICE:   
• Shuttle service is available between NETC and the airport(s) listed on the “COURSE SPECIFIC 

INFORMATION” sheet – a pink page enclosed with the acceptance letter you received for this class.  Read it 
carefully before making flight arrangements! 

  
• If you need bus transportation to NETC from the airport, you should plan to arrive at least 1 hour before bus 

departure time.  You must notify (email, phone or fax) the NETC Transportation Office at least 1 week 
prior to the course start-date to reserve a seat.  IF YOU DO NOT CALL, SEATING MAY NOT BE 
AVAILABLE AND TRANSPORTATION TO EMMITSBURG WILL BE AT YOUR OWN 
EXPENSE.   

 
• Our transportation will be either a motor coach/charter bus identified with NETC signage in the front 

window/door, or a maroon passenger van with the NETC signage in the front window. You may contact 
the NETC Transportation Office a day before your arrival to inquire as to which vehicle will be used. For 
airport security reasons, our drivers cannot leave their vehicles and must circle the airport pickup area, SO 
YOU WILL NEED TO LOOK FOR THE BUS OR VAN.  If you do not see the vehicle 5 minutes prior to 
the pickup time, please call the NETC Transportation Office for guidance. 

 
SHUTTLE PICKUP POINTS AT EACH AIRPORT:   (check your pink “Course Specific Information” sheet as to 
which airport you may use. You can ONLY use an airport listed on that sheet! Ground transportation from other 
airports may be at your own expense. If your scheduled arrival time does not coincide with the shuttle schedule, 
ground transportation will be at your own expense as well.) 
 

• Ronald Reagan National Airport (DCA): Pickup is near the Travelers’ Aid Desk in Terminal ‘B’ (Lower 
Level, between gates 5 & 6).  Buses and vans depart from the outside lane.  If you arrive in Terminal ‘A’ 
please take the Economy/Rental Car airport bus shuttle to Terminal ‘B’, lower level, or walk across the 
terminal connector and go downstairs to exit door number 5, on your left. 

• Baltimore/Washington International Airport (BWI):  Pickup is near the Lower Level Baggage Areas 13 & 
14.  There is not a Travelers’ Aid Desk in this location. Buses and vans depart from the outside lane.  BWI 
Airport is currently undergoing construction.  If you have any questions or concerns, please contact the NETC 
Transportation Office or visit the BWI website at: 

     http://www.bwiairpport.com/customer_assistance/lower_level_terminal-map 
• Dulles International Airport (IAD): There is a Traveler’s Aid Desk between Baggage Claim Areas 4 & 5 on 

the baggage level, located at the east end of the terminal.  Go up the ramp and out exit-door number 6. 
 
DELAYED FLIGHTS:  If you are scheduled to use NETC transportation, but your flight is delayed for other than 
weather-related reasons, the airline is responsible for your transportation.  If they will not transport you, please call the 
NETC Transportation Office when you arrive at the airport (it will be approximately 2 hours before we can pick you 
up).  If you choose not to use NETC transportation and arrange for other transportation, it will be at your own 
expense. 
 
IF DRIVING: 

• You may arrive on campus any time after 12:30 p.m. the day before your course begins. 
• You must depart campus after the end of your course, except for courses with a next-day departure date. 
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• Your vehicle must be registered at Housing/Security for stipend/security reasons, even if you do not stay on 
campus. 

• There are no connections for mobile homes or recreational vehicles available at NETC. 
 
DIRECTIONS TO NETC: 

• From Baltimore:  I-695 (Baltimore Beltway) to I-70 West (towards Frederick) to Route 15 North to 
Emmitsburg.  Left turn off Route 15 to South Seton Avenue.  2nd Right onto campus (tree-lined drive). 

• From Washington:  I-495 (Washington Beltway) to I-270 North (towards Frederick) to Route 15 North to 
Emmitsburg.  Left turn off Route 15 to South Seton Avenue.  2nd Right onto campus (tree-lined drive). 

• From Philadelphia and East:  Pennsylvania Turnpike West to Harrisburg, Exit 236 (Route 15).  Go South on 
Route 15 to Emmitsburg.  Right turn off Route 15 to South Seton Avenue. 2nd Right onto campus (tree-lined 
drive). 

• From Pittsburgh and West:  Pennsylvania Turnpike East to Harrisburg, Exit 236 (Route 15).  Go South on 
Route 15 to Emmitsburg.  Right turn off Route 15 to South Seton Avenue.  2nd Right onto campus (tree-lined 
drive). 

 

  REGISTRATION     
 

Where do I register? 
• Class, dormitory, and vehicle registration will take place in Building C Lobby. 
• Since you may have to walk some distance to your room, we recommend you bring luggage with wheels. 

 
If I am claiming stipend  reimbursement, what do I need to provide at registration? 

• A copy of a check for an account that bears your name.   Deposit slips or accounts for an organization or  
       another individual are not acceptable; a copy of a check is the best source for the correct financial 
            information. 

• We’ve found it speeds up registration if you fax the information to the Admissions Office (301) 447-1441 
prior to your course start date.  Please include your name, Social Security Number, and course 
code/title/date on the fax along with your vehicle or flight information.  Please be sure that the copy is 
legible. 

• If your account is with a credit union, or if the account is payable through another bank, please have the 
bank provide you with the routing and account numbers for ACH deposit. 

• If you incurred additional expenses for transportation/lodging/meal costs, you must receive prior written 
approval to be eligible for reimbursement of these expenses.  If approved, original receipts must be presented 
at the time of your arrival.  

• If traveling by air or train you will need:  
-  A copy of your ticket that shows an itinerary of your trip indicates proof that the ticket was purchased at 

least 21-days in advance of the course travel date, and is non-refundable. 
-  If you have an electronic ticket, you must submit the itinerary/receipt (with ticket number and actual ticket 

amount shown as having been paid). 
• If driving, you will also need to provide: 

-  Automobile registration 
-  Odometer readings 
-  License tag number 
-  A signed statement from the owning agency on letterhead stationery acknowledging your eligibility for 

reimbursement, if you are driving a state, county or municipal vehicle 
-  If you drove to NETC, but you will not be keeping your car on campus, it must be registered on campus or 

you will not receive reimbursement. 
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What if I am here for back-to-back courses? 
• You will be housed in the same room for the entire length of the stay.  If you stay off-campus and do not purchase a 

meal ticket for the time between the courses, you must check out of housing  after the first course ends (turn in the 
keycard and remove your belongings), and be assigned a new room upon your return. 

• If you choose to leave campus between courses, any additional expenses that you may incur shall remain your 
responsibility. 

 
 

   LODGING 
 
Must I call to make a lodging reservation? 
• No, rooms are assigned once you are accepted into a course.  Because of the random assignment, you may or may 

not be lodged in the same building as your classmates. 
• We make every effort to ensure you have a single room.  However, if the student count is high, you may be 

doubled with another student.  PLEASE DO NOT CALL TO REQUEST A SINGLE ROOM. 
• IF YOU HAVE A DISABILITY AND NEED SPECIAL ACCOMMODATIONS, please contact the 

Admissions office at least 2 weeks prior to your arrival on campus. 
• Some buildings do not have elevators.  If that is a problem, please contact Admissions at least 2 weeks prior 

to your arrival. 
 
Is there a charge for lodging? 
• No, not if you are eligible for stipend reimbursement or if you are a DHS federal traveler (see “Reimbursement” 

section). 
• If you DO have to pay for lodging, the current charge is $30/day. 
• NETC Housing accepts cash, personal check, travelers check, and credit card (American Express, VISA, 

MasterCard and Discover). 
 
What if I want to stay off campus?  If you choose to stay off campus, it will be at your own expense.  You will still 
need to purchase a break ticket from the food service contractor for the length of your class. 
 
What amenities are in each room? 
• Private bathroom 
• TV and clock radio 
• Refrigerator 
• Linens and towels, with daily housekeeping service. 
• Telephone with voice mail 
• A telephone jack is located in each room for dial-up Internet access.  Check with your Internet Service Provider 

(ISP) for local calling area access.  Out-of-area ISP accessibility will require credit card, third party or collect 
billing for access from NETC.  You should consider bringing a longer cord (10 ft.) if you are bringing your laptop 
computer. Some courses require students to bring reports or projects to be shared with the class. It is convenient to 
bring that information in an electronic format. NETC can support CD-ROM, USB devices and 3-1/2” floppy 
storage.  USB devices will be scanned before being allowed to connect to Government equipment. 

 
Additional costs you could incur during your stay: 
• Laundry and vending machines; dry cleaner costs 
• Recreation Association pass ($1) allows use of all recreation facilities and Pub (see section on NETC Recreation     

Association) 
• Class Shirts or Group Donations 
• Off campus class dinners 
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Are there laundry facilities available? 
• Yes, there are coin-operated washers and dryers in each lodging building (change available at the convenience store 

on campus).   
• You may purchase laundry supplies at the convenience store on campus. 
 
Are family, friends or pets allowed in the lodging rooms on campus? 
• No, only the assigned NETC student is allowed in the room. Relatives or friends are not allowed in the rooms, 

and cannot be lodged on campus.  Upon request, the NETC Housing Office will provide information regarding 
local off campus accommodations; however, you are responsible for arranging and paying for those 
accommodations. 

• Animals are not allowed in campus housing, except for seeing-eye and other service dogs.  Please notify the 
housing office at least 2 weeks in advance if you will be bringing a guide/service dog. 

 
What time must I check out of my room?  Check out time is 9:00 a.m.  You may leave your luggage in your 
room until 9:30 a.m., but it must be packed and by the door.  When you return for your luggage, please do not use 
the bathroom facilities if the room has already been cleaned for the next occupant.  Please return your key card to 
the front desk by 9:30 a.m.--you will no longer have access to your room after that time. 

 

   DRESS CODE    
 

 
It is each student's responsibility to use good judgment in selecting attire which projects a professional image, and 
is appropriate for both climate differences and classroom activities. Generally, the standard is business casual.   
NFA staff have the authority to make a determination that a student’s attire may be inappropriate.  Students whose 
attire is determined to be inappropriate will be required to change into more appropriate clothing before being 
allowed to continue class. 
 
Acceptable Attire for Classroom Settings: 

 
• Males:  Shirts with collars; dress jeans. Departmental uniforms; departmental T-Shirts; shoes and socks.  

 
• Females:  Dresses; blouses; slacks; capris; dress jeans; skirts; skorts; departmental uniforms; departmental 

T-Shirts, and shoes. 
 
Acceptable Attire for Graduation: 
 

• Males:  Suits; sports coats; dress shirts with ties or class shirts; dress slacks, or departmental dress uniforms. 
 

• Females:  Suits or dresses; blouses or class shirts with dress slacks or skirts; or departmental dress uniforms. 
 
Shorts, tank tops, ball caps, etc., are not permitted in the classrooms, auditorium, or dining hall.  Bathing 
suits/trunks are not permitted outside the pool area.  No mini skirts.  Bare midriffs are not acceptable. 
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ADMISSIONS POLICIES 
Attendance: 
• You are required to attend all sessions of the course.  If you do not, you may not receive a certificate and your 

stipend may be denied. 
• NFA students are limited to one reimbursable trip per fiscal year (Oct 1-Sep 30).   If you wish to attend a second 

NFA class (at your own expense) a letter to that effect must accompany the second application stating that you are 
waiving your stipend reimbursement. 

 
Substitutions: 
• Substitutions for NFA courses are made from waiting lists; slots do not belong to the departments. 
• All requests to consider an equally qualified person must be in writing and be accompanied by a completed General 

Admissions Application (FEMA Form 75-5) for the substitute. 
 

Cancellations or No-Shows:  NFA’s mission for delivery of courses is impaired significantly by cancellations and no-
shows.  It is very difficult and costly to recruit students at the last minute.  Currently there is a 2-year ban on student 
attendance for students who are no-shows or cancel within 30 days of the course start date without a valid reason.  If 
you receive such a restriction, your supervisor needs to send a letter to Admissions explaining the cancellation/no-
show. 
 
  

NETC POLICIES/INFORMATION 
 
Conduct:  
• Federal Regulations (available at the LRC). 
• FEMA and NETC Instructions (available at C Lobby, dormitory rooms, and on NETC Intranet web site). 

 
Smoking: 
• All buildings on campus are NON-SMOKING, with the exception of the solarium portion of the Command Post 

Pub. 
• If you smoke in your room, you will be asked to leave campus, relinquish your stipend reimbursement, and be 

charged to clean the room. 
 
Medical services: 
• All medical expenses are your responsibility. 
• Local hospitals accept medical insurance identification, cash, check, or major credit card. 
• If you do not have proof of insurance, expect that payment may be a prerequisite to possible treatment. 
• International students should be prepared to pay for medical services in the event the hospital or provider does not 

accept foreign insurance coverage. 
 
Student Word Processing Center (located in D Basement): 
• Provides IBM® compatible Microcomputers with Internet access and printing capabilities. 
• Systems utilize Microsoft Windows XP with Microsoft’s Office Suite 2003. 
• The center is open from 6:00 a.m.-11:00 p.m. every day.  There is a technician available Mondays-Fridays from 

5:00 p.m.-9:00 p.m., and from 8:00 a.m. till noon on Saturdays. 
 
Learning Resource Center:  Located in Building N, the LRC provides current information and resources on fire and 
emergency management subjects.  With its collection of more than 100,000 books, reports, periodicals, and audiovisual 
materials, the LRC facilitates and supports student and faculty research and supplements classroom lectures and course 
materials. While classes are in session, the Schedule of Hours for the LRC is as follows: 
   Monday-Thursday 8:30 a.m. – 9:00 p.m. 
   Friday  8:30 a.m. – 5:00 p.m. 
   Saturday  4:00 p.m. – 8:00 p.m. 
   Sunday  12:00 p.m.- 4:00 p.m. 
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Telephones:  
• Outgoing calls can be placed from your lodging room via calling card, collect, or third-party billing.  
• You are not allowed to accept collect calls on campus phones. Any and all expenses related to phone use shall  
 remain your responsibility. 
 
Faxes: 
• Fax services are available at the convenience store for a fee. 
• You may receive fax messages up to 4 pages in the Housing Office at (301) 447-1324. 
• Anything over 4 pages will not be forwarded by Housing. Please use the fax service available at the convenience 

store, or have it sent by overnight mail. 
 
Automatic Teller Machine:  Located in D basement outside of  O’Leary’s Emporium, and at various locations off 
campus.  Inquire at the registration desk at Building C for additional directions. 
 
Public Transportation:  Limited service. Inquire at the registration desk at Building C.   
 
Car Rentals:  You may contact the campus convenience store at (301) 447-1493 to arrange car rentals at your expense.  
 
NETC Recreation Association:  On the NETC campus, the NETC Recreation Association operates a Pub providing 
beverage and limited food service each evening.  The Pub is a private club under Maryland liquor laws and membership  
in the Recreation Association is required for service.  The cost is $1.00 per campus stay and membership cards can be 
obtained from the Pub.  Other items provided by the Recreation Association to its members and funded by sale of 
membership cards and Pub items include: 
 

• Athletic equipment such as softball equipment, volleyballs, basketballs, golf clubs, and fishing equipment 
• Keg service for special occasions such as cookouts 
• Propane and replacement parts for the gas grills 
• Acquisition and maintenance of the Christmas lights at the entrance to the campus 
• Karaoke entertainment 
• Maintenance of special stage lighting in the Student Center 
• Assistance with maintenance of the bicycles 
• Bicycle helmets 
• Maintenance of the billiard tables and equipment 
• Large screen television in the Pub 
• Games in the Student Center 

 
NETC recreational activities include: 

• Gym with running track 
• Exercise room 
• Swimming pool 
• Tennis/basketball/volleyball (sand and inside) courts 
• Bicycles are available in Building H for use by Recreation Association members 
 

 
Nearby points of interest/recreational facilities (in season): 

• National/State parks 
• Historic Gettysburg (tours available) 
• Golf 
• Swimming 
• Snow skiing 



  REIMBURSEMENT   
 
Frequently asked questions/answers about reimbursement procedures are enclosed.  Please read them carefully.  
If you have any questions about your eligibility to receive a stipend please contact Admissions either by email at  
netc-admissions@dhs.gov or by phone at (301) 447-1035.  
 
Any exceptions to travel must be requested in writing and faxed along with documentation to (301) 447-1441, 
AND approved in writing prior to making your travel arrangements.  Otherwise, your stipend may be denied or 
limited to the state ceiling amount. 
 
Who is eligible for reimbursement? 

• State or local government representatives 
• Recognized volunteer organization representatives 
• Active emergency management organization representatives 
• Representatives from State or local fire organizations 
• If you do not apply for a stipend reimbursement within 60 days following the course start date your 

stipend  
 reimbursement will be denied. 

 
Who is NOT eligible for stipend reimbursement? 

• Federal government (federal students are subject to federal travel regulations and travel under orders prepared 
     by their office) 
• Private Industry employees 
• Employees who are contracted to Federal, State or local government entities (such as Rural Metro departments) 
• Representatives of a foreign organization 

 
How will I be reimbursed?   

• Reimbursement will be electronically deposited into the checking or savings account that you identify. 
• Reimbursement will only be made to an account that bears your name.  You are responsible for 

   reimbursing your department, if applicable.  This is a result of increased restrictions by the receiving 
     financial institutions. 

• If you do not have a personal account, please contact the Admissions office prior to your arrival for 
  further instructions. 
 
If I fail the course, will I be reimbursed? 

•    If eligible for a stipend, you will be reimbursed for the course you failed. 
•    If you reapply to either EMI or NFA and are accepted, no stipend will be paid for that course, and you will 

    be required to pay for lodging.  Once you successfully complete a course, you will once again be eligible to  
    receive a stipend for future courses. 
 
If I fly, what will I be reimbursed?  You will be reimbursed the cost of a direct (no side-trips or extended stays), 21-
day prior to the course travel date pre-purchase, non-refundable ticket for round/trip transportation by common 
carrier (economy coach class or less) for each course or back-to-back courses that you attend. Proof of non-refundable 
fare is required! 
 

• If you take side trips or travel outside of the defined travel days, your reimbursement shall be limited to no 
     more than the state ceiling amount as noted on the enclosed Reimbursement Ceiling Chart. 

• To eliminate the perception of misuse of government funds, FIRST CLASS, BUSINESS CLASS and  
     REFUNDABLE AIRLINE TICKETS WILL NOT BE REIMBURSED AT FULL FARE, unless you request,
      in writing, an exception PRIOR to making your travel arrangements, and have received a written approval.   
      Otherwise, your reimbursement will be limited up to the state ceiling amount. 
• It is your responsibility to find the cheapest ticket available. Failure to do so may result in your 
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• Use of frequent flier miles toward the purchase of a ticket is NOT reimbursable. 
• Flight or ticket insurance is not reimbursable. 
• If any portion of your airfare is subsidized by another source, that portion is NOT reimbursable under the 

      Stipend program. 
 
If I drive, what will I be reimbursed? You will be reimbursed the current Privately Owned Vehicle (POV) Federal 
mileage allowance, or the state ceiling, WHICHEVER IS LESS.  

• POV mileage is subject to validation. 
• If you do not register your vehicle with the Housing Office, reimbursement for POV mileage may be denied. 
• If someone is dropping you off, you must have the vehicle verified by the Housing office prior to the vehicle 

       departing campus, or your stipend will be denied. 
• If you carpool with another student, only the driver will be reimbursed. 
• If you drove a rental car instead of your POV, your reimbursement is limited to the POV allowance.   

 
If I take a train or bus, what will I be reimbursed? 

• Your reimbursement is limited to the cost of the ticket, not to exceed the state ceiling amount. 
• You must provide copies of the tickets actually used. 
• Reimbursement shall not include costs for sleep accommodations or for transport of vehicles on the train. 

 
If I save money on my airfare, will I be reimbursed for extra expenses?  Yes, but ONLY if your class is 5 days or 
less in length with no Saturday stay over, and you save a minimum of $250 off the cost of a 21-day prior to the 
course travel date pre-purchase non-refundable round trip economy class common carrier ticket.  To do this, submit 
written documentation of the savings -- this can consist of itinerary copies of both the original price and the cheaper 
fare, OR copies of both fares from the Internet.  Comparisons should be of like travel.  If you do not acquire written 
approval from Admissions prior making your travel arrangements, the extra expenses will not be reimbursed. The 
following options apply if your request is approved: 
 
a.) You may stay on campus 1 night prior to your regularly scheduled arrival date if lodging is available and 
you have received written approval to do so. 
 

• Please contact the NETC Transportation Department to see if there will be shuttle service available on your 
travel date. If you carpool using a rental car, the rental agency must list (as drivers) all eligible students claiming 

            reimbursement on the rental agreement or only the driver will be reimbursed. 
 
b.)  You may stay in the Baltimore/DC metro areas before or after your course. 

• If you save at least $250.00 in airfare as noted in the terms above, you may be reimbursed up to $90/day (2-day 
limit for savings over $500) for lodging or transportation expenses.  Original receipts must be provided. If you 
carpool from the airport using a rental car, all students claiming reimbursement must be listed (as drivers), by 
the rental agency on the rental agreement or only the driver will be reimbursed.   

•       If you stay after your course ends, ask for a Stipend Agreement Amendment (FEMA Form 75-3a) when you 
     register.  When you return home, mail it with original hotel or transportation receipts to Admissions, Room  
     I-216, 16825 South Seton Avenue, Emmitsburg, MD  21727 within 60 days of the start date of the course, or 
     reimbursement WILL BE DENIED. 
 



 
 

         FOOD SERVICE
 
Must I purchase a meal ticket? 
• If you stay on campus, you must purchase a meal ticket.  If you do not, you will be  

asked to vacate your room on campus.  You will then be responsible for your off-campus lodging costs, 
and we will deny your request for stipend reimbursement. 

• If you stay off campus, you must purchase a break ticket, currently $3 per day. 
 
What is the cost of my meal ticket? 

• Your meal ticket cost is identified in your acceptance letter. 
• Meals other than those included in your meal ticket are to be paid for by cash. 

 
What if I’m here for back-to-back courses? 

• Your meal ticket includes the time between the two courses. 
• If you stay off campus between the two courses (vacating your room), you must notify the food service 
       Contractor before purchasing your meal ticket for the first course.  If you do not, you will be charged the full  
       amount.  (Refer to information under “Registration.”) 

 
How do I pay for my meals? 

• Cash 
• Traveler's checks 
• State or Local government checks payable to the food service contractor 
• Advanced payment by department check.  Please notify your department to include:  your name, course 
       code and course date on the check, and send it to the food service contractor at Building K, 16825 South  
 Seton Avenue, Emmitsburg, MD  21727.  Please call the food service if you need their Federal Tax ID#. 
• Purchase order payable to the food service contractor 
• Credit card (MasterCard or VISA) (Minimum charge of  $6) 
• The food service contractor DOES NOT accept personal checks. 

 
What if I will not be on campus for the first and last meal identified as part of my meal ticket?  You must notify 
the food service contractor at least 1 week prior to your course start date.  If you do not, you will be obligated to pay the 
full amount. 
 
May I get a refund on my meal ticket?  There are no refunds except for emergency departures! 
 
What if I’m on a special diet?  Please call the food service contractor or fax your request to (301) 447-6944 at least 
2 weeks prior to arriving at NETC.  They will make arrangements to meet your needs.  If you don’t make arrangements 
prior to your arrival, you will be responsible for purchasing the normal meal ticket. 
 
What happens if the bus arrives after the dining hall has closed? 

• The food service contractor will provide you with a boxed dinner. 
• Snack food is available at the Command Post Pub. 
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CONTACT INFORMATION  
 
How do I get a telephone call?  The caller may dial your direct extension (301) 447-xxxx.  If requested, you will 
be provided with your extension at check-in.  Numbers are NOT given to anyone else. 

• For non-emergency situations, the caller may dial (301) 447-1048.  The Student Coordinator will either  
transfer the call to your room or take a message and place it on the message board located in ‘C’ Lobby,         
which you should check daily.    

• NETC will not accept personal telephone calls to students from the (800) number.  Family members should 
        dial (301) 447-1000 to contact a student.   
• You may NOT accept collect calls.  To do so may restrict you from attending future EMI or NFA courses. 

 
What if the call is an emergency? 

• The caller should state that the call is an emergency. 
• The message will be delivered to you immediately unless you are not on campus. 
• If you are leaving campus for a period of time, you should notify security where you can be reached. 
• If you must return home due to an emergency, check out with the Housing Office in Building C before you 
       depart the campus! 

 
How do I get mail? 

• Mail is delivered to C Lobby Monday through Friday, except Federal holidays. 
• All packages are x-rayed and no delivery is provided on weekends or holidays. 
• Letters or packages should not be mailed to reach NETC before you arrive, since mail-holding areas are not 
        available.  Mail received when you are not on campus will be automatically returned to the sender. 
• Outgoing mail should be deposited in the mailbox located near Building K (Dining Hall). The NETC 
 Mailroom cannot mail outgoing items for students. 
• Address: 

 
 (Your name)--Student 
 National Emergency Training Center 
 Building C, Room (Room numbers are provided upon arrival) 
 16825 South Seton Avenue 
 Emmitsburg, MD  21727-8998 
 
 

 
National Emergency Training Center 

16825 South Seton Avenue 
Emmitsburg, Maryland  21727
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Effective August 9, 2006 
FREQUENTLY ASKED REIMBURSEMENT QUESTIONS 

 
1. Why must I be reimbursed electronically? Public Law 104-134 mandates that after January 1, 1999, all Federal 

payments shall be made by electronic funds transfer unless a waiver is obtained from the Secretary of the Treasury. 
 
2. If my organization paid for my ticket, may I request that the reimbursement go to them?  Due to increased 

restrictions by the receiving financial institutions, money should only be deposited into an account bearing your name. You 
may then reimburse your organization.    

 
3. What if I don’t have a checking account?  The money can be deposited into a savings account.  Please call the 

Admissions Office (301-447-1035) and we will send you a form to complete.  If you don’t have a checking or savings 
account, you MUST submit a letter stating that fact, and a check will be sent to your home address.  However, your 
reimbursement may take longer up to 12 weeks. 

 
4. How will I know when it’s deposited?  The entry in an account may differ from bank to bank, but most likely it will 

be listed as “FED SALARY, FEM2, or TREAS” and will probably NOT have your name next to it. 
 
5. How long will it take for me to receive reimbursement?  The reimbursement should be made to your account no 

later than 6-8 weeks from the course start date.  If after 8 weeks you still haven’t received your reimbursement, please 
call the Admissions Office at (301) 447-1035 or email us at netc-admissions@dhs.gov to check on the status of your 
claim. 

 
6. What would delay my stipend being processed?  Not having any of the following:  1) your airline ticket; 2) itinerary with 

ticket number and payment made (ticket number pending is not acceptable); 3) POV information; 4) request from your 
organization for reimbursement or 5) the appropriate direct deposit information.  If you bank with a credit union, please 
have them confirm your routing and account numbers. 

 
7. What would reduce my stipend claim? Your stipend might be reduced if you purchased a refundable, first- or business-

class ticket; took side trips or had extended stays; or purchased your ticket within 21 days prior to the course travel date. 
 
8. What if I am submitting an electronic airline ticket?  You must submit the itinerary receipt (listing the ticket number and 

showing that payment was made) at registration.  If the itinerary does not identify that the ticket is non-refundable, you 
need to provide us with documentation that the ticket is either non-refundable or the cheapest fare available at the time 
you purchased your ticket.  If you do not provide the documentation to us, we will only reimburse up to your state’s ceiling 
amount. 

 
9. Will I be reimbursed for the airfare if frequent flyer miles are used?  Frequent flyer miles cannot be reimbursed 

because you would not be incurring out-of-pocket expenses. 
 
10. What do I need to provide if I take a side/extended trip?  If the cost is less than your state’s ceiling amount, you will be 

reimbursed for the cost of the ticket.  If the cost is higher than your state’s ceiling amount, your reimbursement will be 
limited to your state’s ceiling amount. 

 
11. Do I receive reimbursement for parking, shuttles and travel between my home and my local airport?  No, those 

expenses are part of the student’s share of the stipend program. 
 
12. Will I be reimbursed for my meals?  No, that expense is also part of the student’s share of the stipend program. 
 
13. What is the driving mileage allowance?  Your reimbursement will be limited to the current POV Federal mileage 

allowance, or the state ceiling, WHICHEVER IS LESS.  POV mileage is subject to validation. 
 
14. What information should I bring when driving my Privately Owned Vehicle (POV)?  You must show a picture ID 

(we recommend you bring two in case our security level is elevated), registration card, and have your odometer 
readings and license tag number PRIOR to receiving your room key.  Some states do not require the registration to be 
in the vehicle.  However, you must submit a copy of your POV registration to be eligible for a stipend. 

 
15. What documentation do I need if I am driving my organizational vehicle and they want to be reimbursed for 

my mileage?  In addition to the information listed in question #14, you also need a statement from your organization, 
on organization letterhead, stating that you are authorized to drive the vehicle and they would like you to receive 
reimbursement.  If you carpool with another student, only one driver will be reimbursed.  As stated in #2, the 
reimbursement will be made to your account. You will be responsible for reimbursing your organization. 

 

16. What if I’m driving with family, and they will be using the car off campus while I’m at NETC?  You must register 
your car on campus prior to your family taking the car off campus or you will not be eligible for reimbursement.
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FY 07/Effective October 1, 2006 

 
THIS TABLE WILL BE USED TO DETERMINE REIMBURSEMENT FOR NETC STUDENTS WHO: 

• Drove or traveled by bus or train           
• Purchased tickets less than 21 days prior to course travel date  

• Did not purchase or show proof of non-refundable fare 
• Took side-trips or had extended stayovers 

STATE SAT STAYOVER NO SAT. STAYOVER 
AK – Alaska $855.00 $920.00
AL – Alabama $365.00 $405.00
AR – Arkansas $360.00 $500.00
AS—American Samoa $2275.00 $2275.00
AZ – Arizona $480.00 $535.00
CA – California $470.00 $545.00
CO – Colorado $400.00 $430.00
CT – Connecticut $215.00 $300.00
DC – District of Columbia $100.00 $100.00
DE – Delaware $145.00 $145.00
FL – Florida $375.00 $480.00
GA – Georgia $330.00 $440.00
GU—Guam  $2170.00 $2170.00
HI – Hawaii $1075.00 $1105.00
IA – Iowa $365.00 $445.00
ID – Idaho $520.00 $535.00
IL – Illinois $260.00 $375.00
IN – Indiana $270.00 $270.00
KS – Kansas $325.00 $370.00
KY – Kentucky $250.00 $310.00
LA – Louisiana $430.00 $430.00
MA – Massachusetts $200.00 $285.00
MD – Maryland $100.00 $100.00
ME – Maine $345.00 $400.00
MI – Michigan $410.00 $410.00
MN – Minnesota $400.00 $500.00
MO – Missouri $310.00 $360.00
MP—Saipan $2925.00 $2925.00
MS – Mississippi $355.00 $355.00
MT – Montana $600.00 $600.00
NC – North Carolina $300.00 $335.00
ND – North Dakota $505.00 $650.00
NE – Nebraska $350.00 $525.00
NH – New Hampshire $185.00 $200.00
NJ – New Jersey $175.00 $175.00
NM – New Mexico $435.00 $435.00
NV – Nevada $450.00 $520.00
NY – New York $220.00 $210.00
OH – Ohio $270.00 $270.00
OK – Oklahoma $350.00 $465.00
OR – Oregon $470.00 $480.00
PA – Pennsylvania $145.00 $145.00
PR—Puerto Rico $800.00 $800.00
RI – Rhode Island $200.00 $200.00
SC – South Carolina $325.00 $300.00
SD – South Dakota $550.00 $550.00
TN – Tennessee $335.00 $335.00
TX – Texas $400.00 $410.00
UT – Utah $505.00 $505.00
VA – Virginia $175.00 $190.00
VI—Virgin Islands $905.00 $905.00
VT – Vermont $300.00 $340.00
WA – Washington $500.00 $500.00
WI – Wisconsin $300.00 $355.00
WV – West Virginia $200.00 $200.00
WY – Wyoming $590.00 $600.00
 


